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OFFICE  OF  VOCATIONAL  REHABILITATION  October  1947 

WASHINGTON  25,  D.  C. 


October  3,1947 

DIRECTOR’S  LETTER  NUMBER  6 

TO:  State  Boards  of  Vocational  Education;  Divisions  of  Vocational 

Rehabilitation;  Commissions  and  Other  Agencies  for  the  Blind 

SUBJECT:  The  Business  Enterprises  Program  for  the  Blind 


Revised  Regulations  governing  the  Business  Enterprises  Program  for 
the  Blind,  issued  pursuant  to  the  Labor-Federal  Security  Appropriation  Act, 
19^6,  were  approved  by  the  Federal  Security  Administrator  July  8,  19^7*  A 
Revised  Plan  Materials  Guide  as  veil  as  additional  Explanatory  Materials 
and  Re c ammendat ions  have  also  been  prepared.  These  revised  Regulations  and 
other  materials  are  being  sent  to  you  herewith. 

j  You  will  wish  to  note  the  following  revisions  which  have  been 

*  made  in  these  Regulations: 

(1)  The  definition  of  "Private  Non-profit  Corporations 
Serving  the  Blind”  has  been  broadened  to  mean  any  corporation 
organized  for  the  promotion  of  the  social  and  economic  welfare 
of  disabled  persons . 

(2)  Section  6oi.l6.  The  maximum  Federal  participation  in 
any  one  single  enterprise  has  been  increased  from  $450  to  $6 00. 

(3)  Section  601.17  has  been  revised  so  as  to  Include  the 
established  Federal  policy  that  "Payments  to  individuals  for 
vending  stands  or  other  equipment  where  such  individuals  will 
participate  in  the  program"  are  not  Reimbursable  from  Federal  funds. 

(4)  The  requirement  that  the  States  establish  a  Business 
Enterprises  Program  Advisory  Committee  has  been  deleted. 

(5)  The  requirement  for  the  submission  of  organizational  and 
functional  charts  has  also  been  deleted. 

(6)  There  have  been  changes  made  in  the  language  of  other 
sections  of  the  Regulations  in  the  interest  of  clarity  which  in 
no  way  changes  their  meaning  or  intent. 

S  These  Regulations  have  been  prepared  in  consultation  with  the  Executive 

Committee  of  Executives  of  Commissions  for  the  Blind,  members  of  the 
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States  Rehabilitation  Council  and  all  Regional  Representatives.  We  have  also 
obtained  comparative  cost  data  from  seven  representative  States  and  Federal 
and  private  agencies  which  have  been  used  as  the  basis  for  increasing  the 
maximum  Federal  participation  from  $4^0  to  $600  for  any  one  business  enterpr^S< 

You  will  be  interested  to  know  that  the  former  requirement  set  forth 
in  Section  3*  1  of  the  "Statement  of  Relationship  Between  The  State  Agency 
and  The  Individual  Operator  (A-6.6)”  in  the  Appendix  to  the  old  Plan  Materials 
Guide  has  now  been  changed  in  the  new  Plan  Materials  Guide  so  as  to  pemit 
ownership  of  stocks  of  merchandise  by  either  the  State  Agency  or  the  individua 
operator. 


All  existing  Federal  requirements  are  now  found  in  the  Regulations 
and  the  Plan  Materials  Guide. 


Michael  J.  Short ley 
DIRECTOR 


DISTRIBUTION 
Direct  Mailing 


Executive  Officers 
Directors  or  Supervisors 
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TITLE  1+5  -  PUBLIC  WELFARE 
CHAPTER  VI  -  OFFICE  OF  VOCATIONAL  REHABILITATION 


FI 


lL  SECURITY  AGENCY 


PART  601  -  BUSINESS  ENTERPRISES  PROGRAM  FOR  THE  BLIND 


Regulations  Pursuant  to  labor -Federal  Security  Appropriation 
Act,  1948,  Approved  July  8,  1947*  Title  II,  Subheading 
"Office  of  Vocational  Rehabilitation, "  Governing  Federal 
Reimbursement  for  One -half  Necessary  Expenditures  for 
Acquisition  of  Vending  Stands  and  Other  Equipment  to  be 
Controlled  by  the  State  Agency  for  the  Use  of  Blind  Persons. 


INTRODUCTORY 

Pursuant  to  the  authority  conferred  by  the  Labor -Federal 
Security  Appropriation  Act,  1948,  the  following  regulations 
are  prescribed  with  respect  to  the  availability,  under  such 
Act,  of  Federal  reimbursement  for  one-half  the  necessary 
expenditures  for  the  acquisition  of  vending  stands  and  other 
equipment  for  the  use  of  blind  persons  where  such  vending 
stands  and  other  equipment  are  to  be  controlled  by  a  State 
Agency : 


Sec. 

601.1 

601.2 

601.5 

601.4 

601.5 

601.6 

601.7 

601.8 

601.9 

601.10 
601.11 
601.12 

601.15 

601.14 

601.15 

601.16 

601.17 

601.18 

601.19 

601.20 
601.21 
601.22 
601.25 
601.24 


Purpose  and  Scope. 

Terms. 

Applicability  of  Regulations.* 

Plan  Materials. 

Content  of  Plan  Materials;  form,  submission  and  amend¬ 
ment. 

Content  of  Plan  Materials;  coverage. 

In-Service  Training 
Selection  of  Locations. 

Selection  of  Types  of  Business  Enterprises. 

Selection  of  Operators. 

Vending  Stands  in  Federal  Buildings. 

Supervision  of  Operator. 

Management,  Control  and  Operation  of  the  Program. 

Use  of  Program  Proceeds. 

Utilization  of  Services  of  Public  Agencies  or 
Private  Non-Profit  Corporations  Serving  the  Blind. 
Limitation  on  Amount  of  Federal  Reimbursement. 
Expenditures  for  Which  Federal  Reimbursement  is 
Unavailable . 

State's  Interest  in  Vending  Stands  and  Other 
Equipment. 

Disposition  of  Vending  Stand  and  Other  Equipment. 
Maintenance  of  Accounts. 

Maintenance  of  Inventories. 

Reports 

Payments  to  States. 

Limitation  on  Payments  to  States 
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601.25  Suspension  of  Reimbursement  Authorization. 

601.26  District  of  Columbia 

601.27  Continued  Operations  of  Programs  Under  Plans  Sub¬ 
mitted  Previous  to  the  Issuance  of  these  Regulations. 
Sections  601.1  to  601.27  inclusive,  issued  under  the 

authority  contained  in  Title  II,  subheading  "Office  of  Voca¬ 
tional  Rehabilitation, "  of  the  Labor-Federal  Security  Appropria¬ 
tion  Act,  19^7,  (  60  STAT.  679  )  l/  are  superseded  by  the  follow¬ 
ing  regulations.- 

Sec.  601.1  Purpose  and  Scope  -  The  Business  Enter¬ 
prises  Program  includes  vending  stands,  and  any  type  of 
small  business  the  operation  of  which  will  be  improved 
through  management  and  supervision  by  the  State  Agency 
controlling  the  program.  Its  purpose  is  to  create  and 
preserve  employment  opportunities  for  the  successive  use 
of  qualified  blind  persons. 

Sec.  601.2  Terms  —  Unless  otherwise  herein  specifi¬ 
cally  indicated,  the  terns  listed  below  are  defined  as 
follows : 

(a)  "Act"  means  Title  II,  subheading  "Office  of  Voca¬ 
tional  Rehabilitation,"  of  Public  Law  165,  approved 

July  8,  I9V7,  known  officially  as  the  "Labor-Federal 
Security  Appropriation  Act,  19^8.” 

(b)  "Vocational  Rehabilitation  Act"  means  Public 
Law  256,  66th  Congress,  approved  June  2,  1920,  as  amended 
by  Public  Law  115,  78th  Congress,  1st  Session,  approved 
July  6,  1943. 

(c)  "State  Plan"  means  a  State  Plan  of  Vocational 
Rehabilitation  approved  under  the  provisions  of  the  Voca¬ 
tional  Rehabilitation  Act. 

(d)  "Administrator"  means  the  Federal  Security 
Administrator . 

(e)  "Director"  means  the  officer  in  the  Federal  Security 
Agency,  acting  under  the  immediate  supervision  of  the  Com¬ 
missioner  for  Special  Services  to  wham  the  Administrator  has 
delegated  the  primary  responsibility  for  carrying  out  the 
Vocational  Rehabilitation  Act  under  section  7  (c)  thereof, 
other  than  that  which  involves  the  rule  making  power  and 

the  making  of  annual  reports  and  recommendations  to  the  Congress. 

(f)  "State"  means  the  several  States,  Puerto  Rico, 
and  the  Territories  of  Alaska  and  Hawaii. 

(g)  "State  Agency"  means  State  Board  or  Agency  for 
the  Blind  as  hereinafter  defined. 

(h)  "State  Board"  means  the  State  Board  of  Vocational 
Education.  (The  term  includes  a  Rehabilitation  Commission 
in  existence  prior  to  the  date  of  the  Act  operating  under 
an  agreement  with  the  Board  approved  by  the  Administrator. ) 

(i)  "Agency  for  the  Blind"  means  the  State  Blind 
Commission  or  other  agency  administering  that  part  of  the 
Plan  under  which  vocational  rehabilitation  is  provided 
the  blind. 

( j )  "Vending  Stands"  includes  such  counters,  shelving, 
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display  and  wall  cases,  refrigerating  apparatus,  and  other 
appropriate  auxiliary  equipment,  as  are  necessary  in  order 
to  establish  suitable  retail  business  enterprises  for  the 
benefit  of  blind  persons. 

(k)  "Other  Equipment"  includes  such  implements, 
apparatus,  fixtures  and  appliances  determined  to  be 
necessary  for  the  establishment,  for  the  benefit  of  blind 
persons,  of  appropriate  business  enterprises  other  than 
vending  stands.  The  business  enterprises  established  shall 
include  only  such  manufacturing,  servicing,  selling,  and 
agricultural  activities  as  are  best  adapted  to  the  most 
effective  utilization  of  the  skills  and  aptitudes  of  blind 
persons  and  shall  be  limited  to  such  types  of  business 
enterprises  as  are  set  forth  in  the  approved  Plan  Materials. 

(l)  "Cost  of  acquisition  of  Vending  Stands  and 
Other  Equipment"  means  costs  of  vending  stands  and  other 
equipment  as  well  as  costs  of  construction,  delivery, 
and  installation  thereof. 

(m)  "Controlled  by  the  State  Agency"  means  a 
system  under  which  the  vending  stands,  and  other  equip¬ 
ment  are  owned,  directly  or  indirectly,  by  the  State 
Agency  and  the  operations  of  the  business  enterprises, 
established  by  the  State  Agency  through  the  use  of  vend¬ 
ing  stands  and  other  equipment,  are  managed,  regulated 
and  supervised,  directly  or  indirectly,  by  the  State 
Agency. 

(n)  "Program"  means  the  establishment,  maintenance 
and  operation  for  the  benefit  of  blind  persons  of  vending 
stands  and*  other  business  enterprises  controlled  by  the 
State  Agency,  where  Federal  reimbursement  under  the  Act 
is  claimed  for  any  portion  of  the  expenditures  for  the 
acquisition  of  the  vending  stands  or  other  equipment  used 
or  where  funds  are  used  which  are  derived  in  whole  or  in 
part  from  the  operation  of  such  vending  stands  or  other 
business  enterprises. 

(o)  "Private  non-profit  corporation  serving  the 
blind"  means  any  corporation  organized  for  the  promo¬ 
tion  of  the  social  and  economic  welfare  of  disabled 
persons,  no  part  of  the  net  earnings  of  which  inures  to 
the  benefit  of  any  shareholder  or  individual  and  •which 
performs  any  functions  in  connection  with  the  Business 
Enterprises  Program  under  the  direction  and  control  of 
the  State  Agency. 

(p)  "Operator"  means  the  blind  individual  selected 
by  the  State  Agency  to  conduct  the  daily  operations  of  a 
particular  vending  stand  or  other  business  enterprise  in 
the  program. 

(q)  "Randolph- Sheppard  Act"  means  Public  Lav  732, 
approved  June  20,  193&,  enacted  by  the  7^th  Congress. 

(r)  "Designated  State  Licensing  Agency"  means  a 
State  Commission  for  the  blind  or  other  public  agency 
designated  under  the  provisions  of  the  Randolph- Sheppard 
Act  to  issue  licenses  to  blind  persons  for  the  operation 
of  vending  stands  in  Federal  buildings  in  the  State. 
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Sec.  601.3  Applicability  of  Regulations  —  These 
Regulations  are  applicable  only  to  those  State  Agencies 
administering  State  Plans,  or  parts  thereof,  providing  for 
the  vocational  rehabilitation  of  blind  persons  and  desir¬ 
ing  to  claim  Federal  reimbursement,  under  this  Act,  for 
one-half  the  necessary  expenditures  for  the  acquisition 
of  vending  stands  and  other  equipment  for  the  program. 

Sec.  601.4  Plan  Materials  --  Federal  reimbursement, 
in  accordance  with  the  Act  and  these  Regulations,  shall 
be  available  only  to  the  extent  that  such  expenditures 
are  made  pursuant  to  the  provisions  of  Plan  Materials 
approved  by  the  Director,  who  shall  approve  Plan 
Materials  which  are  found  by  him  to  comply  with  the 
requirements  set  forth  in  the  Act  and  these  Regulations 
and  which  are  determined  by  him  to  be  feasible  and  to 
contain  no  provisions  substantially  increasing  the  costs 
or  impairing  the  effectiveness  of  the  program. 

Sec.  601.5  Content  of  Plan  Materials  --  Fom,  Sub¬ 
mission  and  Amendments  --  Plan  Materials  shall  follow  the 
main  outlines  as  to  form  and  content  indicated  in  the 
guide  for  the  submission  of  Plan  Materials  relating  to 
controlled  vending  stands  and  business  enterprises  for 
the  blind,  which  will  be  released  pursuant  to  these 
Regulations.  The  Plan  Materials  shall  be  transmitted 
over  the  signature  of  the  duly  authorized  officer  of  the 
State  Board  and  also  over  the  signature  of  the  duly 
authorized  officer  of  the  Agency  for  the  Blind,  where  the 
program  is  administered  by  such  Agency  for  the  Blind,  and 
shall  indicate  the  date  of  adoption,  the  effective  date, 
and  the  fulfillment  of  any  necessary  condition  precedent. 
Amendments  shall  be  similarly  submitted  as  frequently  as 
may  be  necessary  to  reflect  actual  or,  where  Federal 
requirements  are  involved,  contemplated  changes  in  any 
material  phase  of  the  program. 

Sec.  601.6  Content  of  Plan  Materials  —  Coverage  —  The 
Plan  Materials  shall  include  descriptions  of  the  material 
phases  of  the  management,  control  and  operation  of  the  pro¬ 
gram,  including  the  following: 

(a)  Pertinent  legal  provisions  relating  to  the  opera¬ 
tions  of  the  program  and  to  the  authority  of  the  State  Agency 
for  its  administration. 

(b)  The  organizational  structure  of  the  unit  of  the 
State  Agency  and  of  any  public  agency  or  private  non-profit 
corporation  serving  the  blind,  utilized  by  the  State  Agency 
for  providing  necessary  ministerial  services  in  connec¬ 
tion  with  the  operating  phases  of  the  program,  including 

a  description  of  the  functions  of  such  unit  and  of  such 
agency  or  corporation  (together  with  copies  of  the  charter 
and  bylaws  thereof),  and  the  relationships  of  such  unit 
to  such  agency  or  corporation  and  to  other  units  of  the 
State  Agency. 
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(c)  The  standards  of  personnel  administration 
applicable  to  all  State  Agency  personnel  engaged  in  the 
management  or  control  of  the  program,  including  job 
classification  and  compensation  schedules,  examination, 
selection  and  appointment  procedures,  and  all  applicable 
rules  and  standards. 

(d)  The  policies,  procedures  and  standards  em¬ 
ployed  in  the  selection  of  suitable  locations  for  vending 
stands  and  other  business  enterprises  for  the  program. 

(e)  The  policies,  procedures  and  standards  govern¬ 
ing  the  relationship  of  the  State  Agency  to  the  operators, 
including  selection,  duties,  supervision,  transfer, 
financial  participation,  entitlement  to  health  retirement 
and  other  benefits,  and  training  designed  to  improve  their 
proficiency. 

(f )  The  arrangements  made  or  contemplated  for  the 
utilization  of  the  services  of  public  agencies  or  private 
non-profit  corporations  serving  the  blind,  the  agree¬ 
ments  with  such  agencies  or  corporations  and  the  services 
to  be  provided,  the  procedures  for  the  supervision  and 
control  of  the  services  provided  by  the  public  agency  or 
corporation  and  methods  used  in  evaluating  service  a 
received,  the  basis  for  renumeration  to  such  agencies  or 
corporations,  and  the  fiscal  controls  and  accounting 
procedures. 

(g)  The  policies,  procedures  and  standards  for  the 
management,  control  and  operation  of  the  program,  includ¬ 
ing  the  scope  and  areas  of  assistance  to  and  supervision 
of  the  operators,  the  design  and  purchase  of  the  vending 
stands  and  other  equipment  for  the  program  and  the  pur¬ 
chase  of  the  stock,  merchandise,  materials  and  supplies 
used,  sold  or  manufactured  in  the  program. 

(h)  The  policies,  procedures  and  standards  with 
respect  to  the  fiscal,  statistical  and  reporting  aspects 
of  the  program,  including  sources  of  funds,  procedures 
and  policies  relating  to  the  collection,  custody,  safe¬ 
guarding  and  disbursement  of  the  funds  used  in  and  derived 
from  the  operations  of  the  program,  and  the  accounting, 
budgeting,  auditing  and  statistical  methods  employed. 

Sec.  601.7  In-Service  Training  --  The  Plan  Materials 
shall  provide  for  the  establishment  of  such  a  system  of 
in-service  training  for  State  Agency  personnel  engaged 
in  the  management  and  control  of  the  program  as  is 
necessary  to  provide  such  personnel  with  adequate  work¬ 
ing  knowledge  of  subjects  essential  to  the  efficient 
fulfillment  of  their  duties. 

601.8  Selection  of  Locations  —  The  Plan  Materials 
shall  provide  that  locations  for  vending  stands  and  other 
business  enterprises  in  the  program  shall  be  selected  in 
accordance  with  such  standards  as  are  necessary  to  assure 
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tiie  most  productive  utilization  of  the  Federal  funds 
granted  and  the  maximum  development  of  economic  oppor¬ 
tunities  for  the  "blind. 

Sec.  601.9  Selection  of  Types  of  Business  Enter¬ 
prises  —  The  Plan  Materials  shall  provide  that  the  types 
of  Business  enterprises  selected  for  the  program  shall 
Be  such  as  are  determined  to  Be  suitaBle  for  the  most 
effective  utilization  of  the  skills  and  aptitudes  of 
Blind  persons  in  the  program  and  as  are  set  forth  in  the 
approved  Plan  Materials.  They  shall  also  set  forth  the 
Bases  for  the  selection  of  enterprises. 

Sec.  601.10  Selection  of  Operators  —  The  Plan 
Materials  shall  provide  that  the  State  Agency  will  select 
the  operators  for  the  program  in  accordance  with  such 
standards  and  in  such  manner  as  may  Be  necessary  to 
assure  the  operation  of  the  program  By  Blind  persons  who 
are  in  need  of  such  economic  opportunities  and  who  are 
qualified  therefor  through  vocational  rehaBilitation. 

Sec.  601.11  Vending  Stands  in  Federal  Buildings  -- 
The  Plan  Materials  shall  provide  that  vending  stands  in 
Federal  Buildings  shall  Be  estaBlished  under  the  program 
only  where  the  operators  thereof  have  Been  licensed  By 
the  Designated  State  Licensing  Agency  and  shall  Be 
managed,  controlled  and  operated  By  the  State  Agency  only 
in  accordance  with  the  provisions  of  the  Randolph-Sheppard 
Act,  the  Regulations  promulgated  thereunder  and  these 
Regulations . 

Sec.  601.12  Supervision  of  Operator  —  The  Plan 
Materials  shall  set  forth  such  policies  and  procedures 
as  are  necessary  to  assure  the  estaBlishment  and  main¬ 
tenance  of  working  relations  By  the  State  Agency  and  the 
operators  to  insure  sound  Business  practices  and  designed 
to  protect  and  foster  their  economic  and  social  welfare. 

Sec.  601.13  Management,  Control  and  Operation  of 
the  Program  —  The  Plan  Materials  shall  provide  that  the 
program  shall  Be  managed,  operated  and  controlled  By  the 
State  Agency  in  accordance  with  such  sound  Business 
principles  and  practices  as  are  determined  to  Be  necessary 
for  the  successful  operation  of  each  type  of  enterprise 
in  order  to  safeguard  the  social  and  economic  welfare  of 
all  Blind  persons  under  the  program. 

Sec.  601. 14  Use  of  Program  Proceeds  —  The  Plan 
Materials  shall  provide  that  any  program  proceeds  derived 
directly  or  indirectly  By  the  State  Agency  from  the  opera¬ 
tions  of  the  program  shall  Be  retained  By  or  for  the  Bene¬ 
fit  of  the  State  Agency  in  a  separate,  continuing  account. 
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The  funds  of  this  account  shall  “be  subject  to  disburse¬ 
ment,  under  the  control  and  at  the  direction  of  the  State 
Agency,  for  such  purposes  and  only  in  such  manner  as  may 
be  set  forth  in  the  approved  plan  material.  These  pur¬ 
poses  may  include  the  payment  of  a  prorata  share  of  the 
necessary  managerial,  supervisory*  and  operating  expenses, 
the  establishment  of  a  fair  minimum  return  for  all  opera¬ 
tors,  the  expansion  of  the  program,  the  preservation  and 
replacement  of  program  assets,  and  the  provision  of 
retirment  and  other  benefits  to  the  operators. 

Sec.  601.15  Utilization  of  Services  of  Public 
Agencies  or  Private  Non-Profit  Corporations  Serving  the 
Blind  —  The  Plan  Materials  shall  provide  that  if,  in  the 
operation  of  any  phase  of  the  program,  the  State  Agency 
utilizes  the  services  of  a  public  agency  or  private  non¬ 
profit  corporation  serving  the  blind,  the  terns  of  the 
agreement  between  the  State  Agency  and  such  agency  or 
corporation  shall  comply  with  such  standards  and  con¬ 
tain  such  provisions  as  are  determined  to  be  necessary 
to  insure  the  retention  by  the  State  Agency  of  full 
responsibility  for  the  management,  control  and  opera¬ 
tion  of  all  phases  of  the  program  and  to  protect  the 
interests  of  the  operators.  The  Plan  Materials  shall  also 
provide  that  the  State  Agency  will  not  enter  into  any 
agreement  or  arrangement  with  any  public  or  private 
agency  or  corporation  which  will  in  any  way,  either 
directly  or  indirectly,  prejudice,  impair  or  limit  the 
authority  of  the  State  Agency  to  take  any  action  deemed 
by  it  necessary  for  the  proper  and  efficient  management, 
control  and  operation  of  the  program,  including  all  actions 
with  respect  to  the  selection,  placement  and  financial 
participation  of  the  operators  and  the  purchase,  utiliza¬ 
tion  and  disposition  of  program  assets. 

Sec.  601.16  Limitation  on  Amount  of  Federal  Re- 
imbursement  —  Federal  reimbursement  under  the  Act  and 
these  Regulations  shall  not  exceed  one-half  the  neces¬ 
sary  cost  of  acquisition  of  vending  stands  or  other  equip¬ 
ment  for  the  program,  provided  that  such  Federal  reim¬ 
bursement  shall  not  exceed  $600.00  for  any  one  vending 
stand  or  for  any  one  business  enterprise  irrespective 
of  the  number  of  operators  placed  in  such  vending  stand 
or  business  enterprise. 

Sec.  601.17  Expenditures  for  Which  Federal  Reim¬ 
bursement  is  Unavailable  —  Federal  funds  under  the  Act 
are  available  only  as  set  forth  in  Section  601.16  hereof 
and  are  not  available  for  reimbursement,  directly  or 
indirectly,  for  the  following  types  of  expenditures:  The 
purchase,  erection,  rental  or  repair  of  any  building  or 
buildings;  the  purchase  or  rental  of  any  land;  the  pay¬ 
ment  of  any  costa  incurred  in  the  management,  control  or 
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operation  of  the  program;  the  purchase  of  stock,  live¬ 
stock,  materials,  merchandise,  supplies,  heat,  light  or 
power;  expenditures  for  the  acquisition  of  vending  stands 
or  other  equipment  for  the  "blind  purchased  with  State 
funds  prior  to  the  submission  of  approval) le  Plan  Materials 
under  these  Regulations,  or  for  payments  to  individuals 
for  vending  stands  or  other  equipment  where  such 
individuals  will  participate  in  the  program. 

Sec.  601.18  State fs  Interest  in  Vending  Stands 
and  Other  Equipment  —  The  Plan  Materials  shall  provide 
that  the  right  and  title  to  and  Interest  in  the  vending 
stands  and  other  equipment  used  in  the  program  will  "be 
vested,  in  accordance  with  the  laws  of  the  State,  in  the 
State  Agency  for  use  and  disposition  for  program  pur¬ 
poses  only,  provided  that  subjeot  to  the  provision  of 
these  Fegulatians  such  right,  title  and  interest  may  "be 
vested,  in  accordance  with  the  laws  of  the  State,  in  a 
public  agency  or  a  private  non-profit  corporation  serv¬ 
ing  the  "blind  where  such  corporation  or  agency  has  "been 
designated  "by  the  State  Agency  as  its  nominee  to  hold 
such  right,  title  and  interest  only  for  program  purposes 
subject  to  the  paramount  right  of  the  State  Agency  to 
direct  and  control  the  use,  transfer  and  disposition  of 
such  vending  stands  and  other  equipment. 

Sec.  601.19  Disposition  of  Vending  Stand  and  Other 
Equipment  —  With  respect  to  the  disposition  of  vending 
stand  or  other  equipment  used  in  the  program,  the  Plan 
Materials  shall  provide  as  follows: 

(a)  All  sales  of  vending  stands  and  other  equipment 
used  in  the  program  shall  "be  made  in  accordance  with 
applicable  State  laws,  regulations,  and  standards  govern¬ 
ing  the  sale  of  State-owned  equipment.  In  the  absence  or 
inapplicability  of  State  laws,  regulations,  and  standards 
the  Plan  Materials  shall  provide  that  the  State  Agency 
will  secure  bids  from  individuals  or  dealers  in  suffi¬ 
cient  number  to  insure  receiving  the  highest  possible 
returns  for  the  articles  sold. 

(b)  When  old  or  obsolete  vending  stand  or  other 
equipment  is  exchanged  as  part  payment-for  new  equipment, 
the  trade-in  allowance  accepted  by  the  State  Agency  for 
the  equipment  so  exchanged  shall  be  in  accordance  with 
applicable  State  laws,  regulations,  and  standards.  In 
the  absence  or  inapplicability  of  such  State  Laws, 
regulations,  and  standards,  the  trade-in  allowance 
accepted  by  the  State  Agency  shall  be  comparable  to 

the  allowance  customarily  made  for  articles  of  like 
character  in  like  condition. 

(c)  Upon  the  disposition  or  use  of  the  vending 
stand  or  other  equipment  for  other  than  program 
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purposes,  any  proceeds  of  such  disposition  or  the  fair 
value  of  vending  stand  or  other  equipment  which  is  used 
for  other  than  program  purposes  shall  he  credited  to 
the  Federal  account  in  proportion  to  the  Federal  parti¬ 
cipation  in  the  original  expenditure  for  such  vending 
stand  or  other  equipment* 

Sec.  601.20  Maintenance  of  Accounts  --  The  Plan 
Materials  shall  provide  for  the  maintenance  by  the  State 
Agency  of  such  accounts  and  supporting  documents  as  (a) 
will  pemit  an  accurate  and  expeditious  determination  to 
he  made  at  any  time  "both  of  the  status  of  the  Federal 
funds  granted  for  the  purposes  of  the  Act  and  of  the 
operation  of  the  program  and  (h)  will  provide  for  each 
individual  operating  location  at  least  the  minimum  of 
data  as  indicated  in  the  Accounts  Guide  released  to 
accompany  these  Regulations. 

Sec.  601.21  Maintenance  of  Inventories  --  The  Plan 
Materials  shall  provide  that  the  State  Agency  shall 
maintain  complete  inventories  of  all  vending  stands, 
other  equipment,  stock,  materials  and  supplies  acquired 
for  or  used  in  the  program.  The  Plan  Materials  shall, 
in  addition,  provide  that  all  vending  stands  and  other 
equipment  used  in  the  program  will  “be  suitably  marked  so 
as  to  indicate  clearly  the  nature  and  extent  of  the 
State  Agency  *  s  interest  therein  and  that  such  other 
action  will  be  taken  by  the  State  Agency  as  may  be 
necessary  under  the  laws  of  the  State  to  establish, 
protect  and  maintain  such  interest. 

Sec.  601.22  Reports  —  The  Plan  Materials  shall 
provide  that  fiscal,  statistical  and  operating  reports 
with  respect  to  the  program  shall  be  furnished  at  such 
time  and  with  such  frequency  as  the  Director  shall 
determine  to  be  necessary  upon  forms  prescribed  therefor. 

Seo.  601.23  Payments  to  States  —  Payments  to  the 
States  for  the  purposes  of  the  Act  will  be  made  In  the 
manner  set  forth  in  and  under  the  conditions  prescribed 
by  Sections  of  the  Regulations  issued  pursuant  to  the 
Vocational  Rehabilitation  Act  relating  to  estimates, 
certification  and  the  effect  of  certification.  The 
estimates  submitted  in  accordance  therewith  shall 
oontaln  such  additional  information  with  respect  to  the 
Federal  funds  requested  for  the  purposes  of  the  Act  as 
the  Director  may  deem  necessary. 

Sec.  601.24  Limitation  on  Payments  to  States  — 
With  respect  to  the  Federal  funds  granted  for  reim¬ 
bursement  under  the  Act  for  the  acquisition  of  vending 
stands  and  other  equipment  for  the  program,  the  Director 
may  limit,  for  particular  periods,  the  amount  of  Federal 
funds  granted  to  a  State. 
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Sec.  601.25  Suspension  of  Reimbursement  Authoriza¬ 
tion  —  The  Director  shall,  if  he  finds  that  a  State 
Agency  has  failed  to  ccmply  substantially  with  the  provi 
sions  of  the  Plan  Materials  approved  hereunder,  with¬ 
hold  authorization  for  any  further  reimbursement  from 
Federal  funds  for  the  acquisition  of  vending  stands  and 
other  equipment  for  the  program  until  such  time  as  there 
is  no  longer  any  such  failure  to  comply. 

Sec.  601.26  District  of  Columbia  —  All  operations 
within  the  District  of  Columbia  pursuant  to  the  Act  will 
be  administered  by  the  District  of  Columbia  Rehabilita¬ 
tion  Service  and  all  applicable  provisions  of  these 
Regulations,  Including  the  fozmulation  and  submission 
for  approval  of  Plan  Materials,  will  govern  such  opera¬ 
tions. 

Sec.  601.27  Continued  Operations  of  Programs  Under 
Plans  Submitted  Previous  to  the  Issuance  of  these 
Regulations  —  Insofar  as  they  are  not  inconsistent  with 
the  Act  or  these  Regulations,  Plan  Materials  submitted 
pursuant  to  Public  Law  5^9>  79th  Congress,  2nd  Session 
(  60  Stat  679  )>  approved  July  26,  19*1-6,  or  to  the 
Regulations  issued  by  the  Federal  Security  Administrator 
under  the  date  of  July  26,  1946,  pursuant  to  that  Act, 
shall  be  of  the  same  force  and  effect  and  shall  be  sub¬ 
ject  to  the  same  terms  and  conditions  as  though  sub¬ 
mitted  under  these  regulations. 
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FEDERAL  SECURITY  AGENCY 
Office  of  Vocational  Rehabilitation 

PLAN  MATERIALS  GUIDE 

BUSINESS  ENTERPRISES  PROGRAM  FOR  THE  BLIND 


Introductory 

As  provided  in  the  revised  Regulations  issued  by  the  Federal  Security 
Administrator  governing  the  Business  Enterprises  Program  for  the  Blind,  the 
basic  condition  to  the  availability  of  Federal  funds  is  the  submission  by 
the  State  agency  of  Plan  Materials  describing  the  management,  control „  and 
operation  of  the  Business  Enterprises  Program,, 

Plan  Materials  Outline 

The  Plan  Materials  shall  be  a  realistic  and  reliable  source  of  refer- 
ence  on  any  question  of  State  agency  practice,,  The  outline  has,  therefore, 
been  developed  in  such  a  manner  that  upon  the  preparation  of  Plan  Materials, 
the  State  agency  will  have  completed  a  comprehensive  statement  of  operations 
for  the  use  of  the  individuals  responsible  for  the  conduct  of  the  Business 
Enterprises  Program.  By  following  the  outline,  the  State  agency  will  be  able 
to  present  materials  in  a  systematic  and  orderly  manner  and  achieve  flexi¬ 
bility  in  the  preparation  and  submission  of  subsequent  revisions  or  expansions 
of  the  materials. 

The  numbering  of  sections  and  subsections  in  the  outline  simplifies 
future  identification  of  subject  matter.  All  that  is  necessary  when  a  sub¬ 
section  is  changed,  expanded,  or  superseded  is  to  submit  for  approval  a  new 
subsection  in  substitution  for  the  original  one. 

Recommendations  and  Explanatory  Materials 

Statements  of  Recommendations  and  Explanatory  Materials  will  be  found 
in  the  Appendix  to  the  Plan  Materials  Guide  keyed  to  the  subsection  to  which 
they  pertain.  For  example,  Subjection  3°  2  of  the  Plan  Materials  Guide  has  as 
its  counterpart  subsection  A-3.2,  Recommendations  Regarding  Selection  of 
Vending  Stand  Locations. 

Form  of  Plan  Material s 


In  the  preparation  of  the  Plan  Materials,  the  following  procedures 
shall  be  observed? 

1.  Materials  shall  be  on  standard  letter  size  paper. 

2.  Six  copies  shall  be  submitted. 

3.  Bach  of  the  subsections  shall  begin  on  a  new  page, 

(i.e„,  1.1,  1.2,  etc.) 

4.  Charts  or  forms  on  pages  larger  than  letter  size  shall  be  folded 
so  that  they  may  be  spread  out  without  being  detached. 


5.  Separate  pages  shall  be  numbered  only  with  the  subsection  number 
dealt  with  on  that  page  (i0ee9  2.1,  2„2,  2*3.  etc,). 

6.  Covers  shall  be  attached  in  such  a  manner  that  subsections  may  ^ 

be  removed  and  replaced  easily,. 

Submission  of  Plan  Materials 

The  Plan  Materials  and  all  amendments  thereto,  all  estimates,  and  all 
budget,  statistical  and  financial  reports  required  to  be  furnished  to  the 
Office  of  Vocational  Rehabilitation  shall  be  submitted  by  the  State  Board 
of  Vocational  Education,  accompanied  by  a  letter  of  transmittal  over  the 
signature  of  the  Executive  Officer  of  the  State  Board  and  also,  where  the 
program  is  conducted  by  an  agency  for  the  blind,  over  the  signature  of  the 
duly  authorized  officer  of  that  agency0 

The  letter  of  transmittal  shall  indicate  the  date  of  the  adoption  of 
the  materials  transmitted  and  their  effective  date* 

OUTLINE  FOR  PLAIT  MATERIALS 

Sec<>  loO  Legal  Basis  for  Conduct  of  Business  Enterprises  Program 

(Notes  Where  the  approved  State  Vocational  Rehabilitation  Plan 
contains  Certified  copies  of  laws  also  pertinent  to  the 
Business  Enterprises  Program  these  laws  may  be  referred  # 

to  and  additional  copies  need  not  be  submitted.  Where 
laws  pertinent  to  the  Business  Enterprises  Program  have 
not  been  submitted  one  certified  copy  and  two  true  copies 
shall  be  submitted,, ) 

1.1  Describe  and  submit  certified  copies  of  all  pertinent  laws 

affecting  the  management,  control,  and  operation  of  the  program, 
including  laws  relating  tos 

A„  Organization,  powers  and  duties  of  the  State  agency  with 
respect  to  the  program ; 

Be  Personnel  engaged  in  the  conduct  of  the  program,  including 
their  selection,  compensation,  travel,  etc.; 

C.  Hours,  compensation,  and  other  benefits  for  and  restrictions 
upon  the  activities  of  the  operators; 

D.  Appropriations  for  the  program,  including  the  establishment, 
maintenance  and  control  of  any  program  revolving  funds; 

E.  Fiscal  practices  and  procedures,  including  the  receipt, 
disbursement,  and  control  of  program  funds; 

F.  Accounting  and  auditing  procedures; 

Go  Purchase  and  sale  of  merchandise  and  equipment  used  in  the 
program; 

Ho  Recording  the  State  agency8  s  interest  in  the  personal  property 
used  in  the  program; 

I.  Granting  concessions  for  blind  persons  in  State,  county  and  x 

municipal  buildings. 
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lo2  Indicate  the  areas  of  existing  laws  where  further  legislation  is 
neededo 

Seco  2o0  Organization  of  the  Business  Enterprises  Program 
2 cl  The  Plan  Materials  shall  state  that; 

The  State  agency  shall  assume  full  responsibility  for  the 
efficient  management,  control  and  operation  of  all  phases  of  the 
Business  Enterprises  Program »  This  responsibility  will  not  be 
delegated  or  assigned  to  any  other  agency,  association  or  individual, 
and  in  the  event  that  an  agreement  is  made  for  the  furnishing  of 
certain  services  from  a  public  agency  or  a  private  non-profit 
corporation,  the  State  agency  shall  continue  to  be  fully  responsi¬ 
ble  for  all  phases  of  the  management,  control  and  operation  of  the 
program0  (See  A-20l  of  the  Appendix) 

2o2  Describe  the  functional  and  organizational  structure  of  the  State 
agency  as  it  relates  to  the  Business  Enterprises  program*  (An 
organizational  chart  may  be  submitted  as  a  means  of  supplementing 
this  description,) 

2c3  Where  a  Business  Enterprises  Advisory  Committee  is  to  be  used  the 
Plan  Materials  shall  describe  the  composition,  method  of  appoint¬ 
ment,  basis  of  selection  of  its  members,  and  its  functions c 
.  (See  A-2  c3  of  the  Appendix) 

2o4  The  Plan  Materials  shall  state  that  the  amendments  will  be  submitted 
as  frequently  as  may  be  necessary  to  reflect  actual,  or  where  Federal 
requirements  are  involved,  contemplated  changes  in  any  material  phase 
of  the  program o 

Sec,  3o0  Management,  Control  and  Operation  of  the  Program 
3ol  The  Plan  Materials  shall  state  that; 

Locations  for  vending  stands  and  other  business  enterprises 
'  in  the  program  will  be  selected  in  accordance  with  the  following 
minimum  Federal  requirements? 

Ac  Each  location  for  an  enterprise  shall  be  selected  only 
after  the  State  agency  has  determined  that  the  establish¬ 
ment  of  an  enterprise  at  that  particular  location  will 
contribute  to  the  maximum  development  of  economic  oppor¬ 
tunities  for  the  blind  and  will  preside  for  the  most 
productive  utilization  of  program  assets; 

Bo  The  determination  of  the  State  agency  shall  be  made  only 
upon  the  basis  of  established  criteria  and  after  an 
evaluation  of  all  relevant  facts  disclosed  and  recorded 
j  as  a  result  of  a  comprehensive  survey  of  the  particular 

location;  and  r 
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Co  The  criteria  established,  by  the  State  agency  for  the 
evaluation  of  locations  of  enterprises  shall  take  into 
consideration  such  factors  as  population,  traffic, 
composition,  continued  availability  and  type  of  premises, 
potential  return  upon  investment  and  other  applicable  items 0 

/ 

3„2  Describe  fully  the  manner  in  which  locations  for  vending  stands  and 
other  business  enterprises  in  the  program  will  be  selected. 

(See  A-3.2  of  the  Appendix) 

3.3  The  Plan  Materials  shall  state  that  the  business  enterprises 

established  will  include  only  such  manufacturing,  servicing,  selling 
and  agricultural  activities  as  are  best  adapted  to  the  most  effective 
utilization  of  the  skills  and  aptitudes  of  blind  persons  and  will  be 
limited  to  such  types  as  are  set  forth  in  the  Plan  Materials-, 

3„4  Describe  in  detail  the  types  of  business  enterprises  to  be  conducted 
in  the  program,  setting  forth  the  policies,  procedures  and  standards 
to  be  used  in  selecting  the  products  to  be  sold  or  manufactured, 

3.5  Plan  Materials  shall  state  that  vending  stands  in  Federal  build¬ 

ings  will  be  established,  managed,  controlled  and  operated  only  in 
accordance  with  the  provisions  of  Section  601.11  of  the  Regulations. 


3.6  The  Plan  Materials  shall  state  that  such  policies  and  procedures  for 
the  supervision  of  operators  will  be  adopted  as  are  necessary  to 
assure  the  establishment  and  maintenance  of  working  relations  between 
the  State  agency  and  the  operators  to  protect  and  foster  their 
economic  and  social  welfare. 


3»7  Describe  the  policies  and  procedures  governing  the  supervision  of 
operators,  including  the  minimum  frequency  of  supervisory  calls. 

Sec .  4„0  Utilization  of  Public  Agencies  or  Private  Non-Profit  Corporations 

Serving  the  Blind 

(Notes  The  information  called  for  by  this  section  shall  be  supplied 

only  where  the  State  agency  intends  to  utilize  public  agencies 
or  private  non-profit  corporations  serving  the  blind  for  the 
performance  of  ministerial  services  in  connection  with  the 
operation  of  the  program.) 


4.1  Describe  in  detail  the  organization  and  functions  of  the  public 
agencies  or  private  non-profit  corporations  and  include  copies  of 
their  charters  and  bylaws.  (An  organizational  chart  may  be  sub¬ 
mitted  as  a  means  of  supplementing  this  description.) 

4.2  The  Plan  Materials  shall  state  that; 


Any  agreements  entered  into  between  the  State  agency  and  any 
public  agency  or  private  non-profit  corporation  serving  the  blind, 
for  the  utilization  of  the  services  of  such  agencies  or  corporations, 
will  comply  with  the  following  minimum  requirements; 


-  5  - 


A.  If  the  right,  title,  and  interest  of  the  State  agency  to  program 
assets  is  vested  in  such  agency  or  corporation,  the  agreement 
shall  provide  that  such  agency  or  corporation  agrees: 

(1)  To  hold  such  right,  title,  and  interest  only  as  the 
nominee  of  the  State  agency; 

(2)  To  use,  transfer,  and  dispose  of  such  assets  in  such  manner 
and  under  such  terms  and  conditions  only  as  the  State  agency 
may  direct; 

(3)  To  take  such  steps  as  may  be  necessary  to  defend  and  main¬ 
tain  the  State  agency’s  paramount  right,  title,  and  interest 
to  such  assets;  and 

(4)  To  execute  such  legal  instruments  as  may  be  requested  of  it 
by  the  State  agency  from  time  to  time  to  effectuate  the 
transfer  of  such  right,  title,  and  interest,  as  may  be 
vested  in  such  agency  or  corporation,  to  such  transferee 
as  the  State  agency  may  designate „ 

B.  Where  such  agency  or  corporation  is  used  to  collect  any  of  the 
proceeds  of  the  program,  the  agreement  shall  provide  that  all 
such  funds  coming  into  the  possession  of  such  agency  or  corpora¬ 
tions 

(1)  Shall  be  promptly  deposited  by  it  in  a  designated  bank  or 
banks  in  a  continuing,  separate  account,  which  account 
shall  clearly  indicate  that  the  funds  deposited  therein 
are  held  for  the  benefit  of  the  State  agency; 

(2)  Shall  be  disbursed  from  such  account  only  in  such  manner 
and  for  such  purposes  as  the  State  agency  may  direct;  and 

(3)  Shall  not  be  used  in  any  other  manner  or  for  any  other 
purpo  se  o 

C.  The  agreement  shall  specifically  set  forth,  in  detail,  the  types 
and  quantity  of  the  services  to  be  performed  by  such  agency  or 
corporation,  the  methods  by  which  such  services  are  to  be  per¬ 
formed,  and  that  all  such  services  shall  be  performed  subject 

to  the  close  and  constant  control,  direction,  and  supervision  of 
the  State  agency. 

(Here  would  be  inserted  such  services  as  the  design, 
purchase  and  installation  of  vending  stands  and  other 
equipment,  such  other  services  as  accounting,  pro¬ 
vision  of  insurance,  repair  and  maintenance  of  the 
vending  stands  and  other  equipment,  and  methods  to 
be  adopted  to  assist  and  supervise  the  operators.,) 

D.  The  agreement  shall  provide  for  the  frequent,  periodic  submission 
to  the  State  agency  of  financial  and  statistical  reports  contain¬ 
ing  such  information  as  the  State  agency  may  require. 
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Eo  The  agreement  shall  provide  that  such  agency  or  corporation 
shall  maintain  such  records  as  the  State  agency  determines  to 
he  necessary  to  reflect  accurately  all  transactions  made  hy  the 
agency  or  corporation  with  respect  to  the  program,  and  the 
agency  or  corporation  shall  agree  that  its  hooks  or  records  re¬ 
flecting  such  transactions  shall  he  subject  to  such  audit  as 
the  State  agency  may  direct * 

F*  The  agreement  shall  describe  the  methods  and  procedures  followed 
in  compensating  such  agency  or  corporation  for  services  rendered 
and  shall  provide  for  re-evaluation  of  such  methods  and  procedures 

G-.  The  agreement  shall  provide  that  such  agency  or  corporation  will 
take  no  action  with  respect  to  the  program  which  will,  directly, 
or  indirectly,  prejudice,  impair,  or  limits 

(1)  The  privileges  or  benefits  of  the  operators; 

(2)  The  authority  of  the  State  agency  to  take  any  action 
deemed  hy  it  necessary  or  desirable  for  the  proper  and 
efficient  management,  control,  and  operation  of  the  pro¬ 
gram,  the  selection,  placement,  and  financial  participa¬ 
tion  of  the  operators,  and  the  purchase,  utilization  and 
disposition  of  program  assets;  and 

(3)  The  relationships  established  between  the  State  agency  and 
the  operators* 

H*  The  agreement  shall  provide  that  it  shall  be  subject  to  the  in¬ 
clusion,  by  reference,  of  such  standards  as  are  subsequently 
adopted  by  the  State  agency* 

x  • 

I*  The  agreement  shall  state  that  it  may  be  terminated  by  either 
party  thereto  after  reasonable  notice  to  the  other  party  and  the 
term  of  such  notice  shall  be  specifically  set  forth  in  the  agree¬ 
ment  * 

h0 3  Describe  the  types  and  frequency  of  reports  required  from  the  public 
agencies  or  private  non-profit  corporations* 

4*4  Submit  copies  of  all  agreements  between  the  State  agency  and  such 
public  agencies  or  private  non-profit  corporations. 

Sec*  5  *  0  State  Agency  Personnel  Utilized  in  the  Business  Enterprises  Program* 

(Notes  When  the  approved  State  Vocational  Rehabilitation  Plan 

contains  any  of  the  information  called  for  by  this  section, 
this  information  need  not  be  duplicated  in  the  Business 
Enterprises  Plan  Materials*  Reference  shall,  however,  be 
made  to  the  appropriate  section  or  sections  of  the  State 
Plan  in  which  the  information  may  be  found*) 

5*1  Describe  the  procedures  relating  to  State  agency  personnel  used  in 

the  conduct  of  the  program,  showing  limitation  under  which  provisional 
appointments  may  be  made,  probationary  periods,  tenure  safeguards, 
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disciplinary  procedures,  hearing  procedures,  leave  provisions, 
promotion  procedures,  etc,  (Submit  copies  of  applicable  rules  and 
regulations. ) 

5.2  Describe  the  duties,  responsibilities,  and  qualifications  of  each 
position  in  the  State  agency  concerned  with  the  management  and 
control  of  the  operation  of  the  program,  showing; 

4 

A.  The  position  to  which  it  is  responsible; 

3.  Duties  and  responsibilities; 

C„  Qualifications;  and 

Do  Salary  schedule  and  funds  from  which  salary  is  derived. 

5.3  Describe  the  system  of  in-service  training  which  will  be  established 
for  the  State  agency  personnel  utilized  in  the  Business  Enterprises 
Program. 

.  6 . 0  Business  Enterprises  Operators 

6.1  The  Plan  Materials  shall  state  that  the  State  agency  will  select 
as  operators  blind  persons  who  are  in  need  of  such  economic  oppor¬ 
tunities  and  who  are  qualified  therefor  through  vocational  rehabili¬ 
tation  services.  Set  forth  fully  other  qualifications  required  such 
as  age,  physical  condition,  education,  experience,  skills,  and  per¬ 
sonal  qualities. 

6.2  Describe  the  arrangement  for  licensing  blind  persons  selected  to 
operate  vending  stands  in  Federal  buildings  and,  if  the  State  agency 
is  not  the  designated  State  licensing  agency  under  the  Randolph- 
Sheppard  Act,  describe  the  cooperative  relations  established  with 
such  State  licensing  agency.  (Submit  copies  of  any  cooperative 
agreements. ) 

6.3  The  Plan  Materials  shall  contain  a  statement  of  the  relationships 
existing  between  the  State  agency  and  the  operators,  which  may  be 
in  the  nature  of  a  form  agreement  with  the  individual  operators,  of 
regulations  adopted  by  the  State  agency,  of  a  statement  of  policies, 
or  of  a  combination  of  these  methods.  This  statement  of  relation¬ 
ships  must  include  the  following  as  minimum  requirements; 

A.  The  Statement  of  Relationships  shall  indicate  the  extent  to 

which  and  the  manner  in  which  the  State  agency  will  exercise 

control  of  operations  in  the  following  areas; 

(1)  The  designation  of  the  suppliers  from  whom  merchandise 
or  raw  materials  may  be  purchased; 

(2)  The  enumeration  of  the  types  of  the  merchandise  which 
may  be  manufactured,  produced  or  sold; 

(3)  The  limitations  upon  the  extension  of  credit  by  the 
operators; 

(4)  The  employment  of  assistants  to  the  operators; 

(5)  The  hours  during  which  the  operators  will  be  expected 
to  operate  the  enterprises;  and 
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(6)  Causes  for  which  an  operator  may  be  removed,  suspended, 
or  demoted. 

B.  The  Statement  of  Relationships  shall  describe  all  the  privileges 
and  benefits  to  which  the  operators  will  be  entitled,  especially 
with  respect  to; 

(1)  Vacations; 

(2)  Absences  due  to  sickness; 

(3)  The  opportunity  for  a  hearing  before  the  State  agency  given 
to  any  individual  operator  for  the  presentation  of  complaints 
or  questions  in  connection  with  his  removal,  suspension, 
demotion,  or  the  operation  of  the  business  enterprise; 

(4)  Insurance  and  retirement  benefits; 

(5)  The  basis  upon  which  the  operators  will  participate 
financially  in  the  program,  indicated  either  in  dollar 
amounts  or  in  participation  in  net  profits;  and 

(6)  The  bases  of  and  arrangements  for  the  settlement  of  the 
accounts  of  the  individual  operators  upon  their  death, 
removal,  or  voluntary  withdrawal  from  the  program. 

Co  The  Statement  of  Relationships  shall  provide  that  the  individual 
operator  agrees; 

(1)  To  perform  faithfully  and  to  the  best  of  his  abilities 
the  necessary  duties  in  connection  with  the  operation  of 
the  business  enterprise  in  accordance  with  the  standards 
prescribed  by  the  State  agency; 

(2)  That  the  paramount  right*  title,  and  interest  to  all 
Business  Enterprise  equipment  is  vested  in  the  State 
agency; 

(3)  To  take  no  action  in  derogation  of  or  inconsistent  with 
such  paramount  right,  title,  and  interest;  and 

(4)  To  furnish  such  reports  as  the  State  agency  may  from  time 
to  time  require. 

D.  The  Statement  of  Relationships  shall  provide  for  the  adoption 
of  appropriate  procedures  for  explaining  to  individual  operators 
the  provisions  of  the  relationships  which  exist  between  them 
and  the  State  agency,  and  for  indicating  the  acceptance  by  the 
individual  operators  of  such  provisions. 


Sec.  7°0  Fiscal  Provisions 


7„1  The  Plan  Materials  shall  provide  for  the  maintenance  of  complete 

inventories  of  all  vending  stands,  other  equipment,  stock,  materials, 
and  supplies  acquired  for  or  used  in  the  program  in  accordance  with 
the  following  minimum  requirements; 


A.  Each  article  of  equipment  shall  be  clearly  marked  as  the 
property  of  the  particular  business  enterprise; 


(! 
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Bo  Adequate  inventory  records  shall  he  maintained  by  location,  and 
shall  reflect  for  each  item  of  equipment,  the  date  of  purchase, 
type,  cost  (including  shipping  and  installation  charges  and  the 
amount  of  Federal  participation  in  the  total  cost)  and  deprecia¬ 
tion  charges0,  and 

Co  A  physical  inventory  of  all  equipment,  stock,  materials  and 
supplies  shall  be  taken  at  least  once  a  year„ 

7,2  Set  forth  the  source  of  all  funds  used  to  meet  the  costs  of  manage¬ 
ment,  control  and  operation  of  the  program.  (It  should  be  noted  that 
no  Federal  funds  may  be  used  for  these  purposes— see  A-2ol  of  the 
Appendix) 

7o3  Where  such  costs  are  to  be  met,  in  whole  or  in  part,  from  the 

proceeds  of  the  program  operations,  the  Plan  Materials  should  set 
forth  the  basis  for  calculating  the  charges  made  upon  the  individual 
vending  stands  and  other  business  enterprises.. 

7-4  Describe  the  system  of  accounting  for  fiscal  transactions  of  the 
program,,  This  system  shall  provide  for  the  maintenance  of  such 
accounts  and  supporting  documents  as  will  permit  an  accurate  and 
expeditious  determination  to  be  made  at  any  time  both  of  the  status 
of  Federal  funds  granted  for  the  purposes  of  the  Act  and  of  tne 
operation  of  the  program,  and  will  provide  for  each  individual 
operating  location  at  least  the  minimum  of  data  as  indicated  in  the 
Accounts  Guide,  A-7<>4  of  the  Appendix. 

(Note;  If  the  State  agency  wishes  to  adopt  the  accounting  system 
set  forth  in  A-7°^  of  the  Appendix,  it  will  be  necessary 
only  to  make  a  statement  to  this  effect,,) 

7.5  The  Plan  Materials  shall  state  that  all  program  proceeds  will  be 
retained  by  or  for  the  benefit  of  the  State  agency  in  a  separate 
continuing  account  subject  to  disbursement  under  the  control  and 
at  the  direction  of  the  State  agency  for  such  purposes  only  as  are 
set  forth  in  the  Plan  Materials, 

% 

7.6  Describe  the  disbursing  procedures  used  in  the  program,, 

7o7  The  Plan  Materials  shall  outline  the  basis  for  the  establishment 
of  and  the  policies  and  procedures  regarding  the  use  of  fiscal 
reserves  to  include  the  following  as  minimum  requirements: 

A„  A  reserve  for  depreciation  shall  be  established  for  all  classes 
of  Business  Enterprises  property  at  reasonable  rates,  depending 
on  the  prospective  useful  life  of  the  property  when  acquired, 
and  the  particular  conditions  under  which  the  property  is  to  be 
used; 

B.  Ordinary  repairs  and  replacements  which  do  not  lengthen  the 
life  of  the  asset  but  merely  keep  equipment  in  efficient 
operating  condition  shall  be  charged  to  the  proper  expense 
account.  Major  repairs  and  replacements  which  have  the 
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effect  of  lengthening  the  life  of  the  equipment  in  excess 
of  the  original  estimate  shall  he  charged  to  the  proper 
reserve  for  depreciation., 

(See  A-7c4  of  the  Appendix) 

7c8  The  Plan  Materials  shall  provide  that  the  right,  title  and  interest 
to  the  vending  stands  and  other  equipment  used  in  the  program  will 
he  vested  ohly  to  the  extent  and  in  the  manner  provided  by  Sec¬ 
tion  601.18  of  the  Regulations,, 

7*9  The  Plan  Materials  shall  provide  that  all  vending  stands  and  other 
equipment  used  in  the  program  will  he  suitably  marked  so  as  to 
indicate  clearly  the  nature  and  extent  of  the  State  agency0 s  interest 
therein  and  that  such  other  action  will  be  taken  as  may  he  necessary 
under  the  laws  of  the  State  to  establish,  protect  and  maintain  such 
interest o 

7.10  Describe  fully  the  methods  to  he  used  in  the  control  of  program 
proceeds  and  indicate  how  protection  will  he  secured  through  the 
bonding  of  employees . 

7 »11  Indicate  in  detail  the  safeguards  which  will  he  adopted  to  maintain 
and  preserve  the  interests  of  the  State  agency  in  program  assets 
such  as  marking  all  vending  stands  and  other  eoxuipment,  legal 
recording  of  the  State’s  interest,  signs  at  the  places  where  the 
business  enterprises  are  carried  on,  etc, 

7° 12  The  Plan  Materials  shall  provide  that  the  vending  stands  and  other 
equipment  used  in  the  program  will  he  disposed  hy  sale,  exchange 
or  otherwise,  in  accordance  with  the  following  minimum  requirements? 

A.  All  sales  of  vending  stands  and  other  equipment  used  in  the 
program  shall  he  made  in  accordance  with  applicable  State  laws, 
regulations  and  standards  governing  the  sale  of  State-owned 
equipment .  In  the  absence  or  inapplicability  of  State  laws, 
regulations,  and  standards  the  Plan  Materials  shall  provide 
that  the  State  agency  will  secure  bids  from  individuals  or 
dealers  in  sufficient  number  to  insure  receiving  the  highest 
possible  returns  for  the  articles  sold; 

B.  When  old  or  obsolete  vending  stands  or  other  equipment  are 
exchanged  as  part  payment  for  new  equipment  the  trade* in 
allowance  accepted  by  the  State  agency  for  the  equipment  so 
exchanged  shall  be  in  accordance  with  applicable  State  laws, 
regulations,  and  standards.  In  the  absence  or  inapplicability 
of  such  State  laws,  regulations,  and  standards  the  trade-in 
allowance  accepted  by  the  State  agency  shall  be  comparable  to 
the  allowance  customarily  made  for  articles  of  like  character 
in  like  condition; 

Co  #Upon  the  disposition  or  use  of  the  vending  stands  or  other 
equipment  for  other  than  program  purposes,  any  proceeds  of 
such  disposition  or  the  fair  value  of  vending  stands  or  other 
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equipment  which  is  used  for  other  than  program  purposes 
shall  be  credited  to  the  Federal  account  in  proportion 
to  the  Federal  participation  in  the  original  expenditure 
for  such  vending  stands  or  other  equipment. 

(See  A-7.12  of  the  Appendix) 

Sec.  8.0  Reporting  Procedures 

8.1  The  Plan  Materials  shall  state  that  fiscal,  statistical  and 
operating  reports  with  respect  to  the  program  will  be 
furnisned.  at  sucn  time  and  with  such  frequency  as  the 
Director  shall  determine  to  be  necessary  upon  forms  prescribed 
by  the  Director. 


FEDERAL  SECURITY  AGENCY 


Office  of  Vocational  Rehabilitation 


APPENDIX 

TO 

PLAN  MATERIALS  GUIDE 

BUSINESS  ENTERPRISES  PROGRAM  FOR  THE  BLIND 


RECOMMENDATIONS  AND  EXPLANATORY  MATERIALS 


FEDERAL  SECURITY  AGENCY 
Office  of  Vocational  Rehabilitation 


A~2,l 


EXPLANATORY  MATERIALS  REGARDING  RESPONSIBILITY  FOR  THE  MANAGEMENT, 
SUPERVISION  AND  OPERATION  OF  A  BUSINESS  ENTERPRISES  PROGRAM 


In  assuming  full  responsibility  for  and  management  and  supervision  of  a 
Business  Enterprises  Program  there  are  specific  functions  a  State  agency  must 
discharge.  This  remains  true  even  though  the  service  of  a  nominee  agency  is 
secured  for  the  provision  of  ministerial  services. 

In  more  specific  terms,  some  of  the  functions  of  the  State  agency  in  dis¬ 
charging  its  responsibilities  with  respect  to  the  management,  control  and  opera¬ 
tion  of  the  Business  Enterprises  Program  include  the  following? 

A0  To  plan,  stimulate  and  promote  a  program  of  business  enter¬ 
prises  for  blind  persons?, 

Bo  To  provide  for  the  efficient  management  and  control  of  the 
Business  Enterprises  Program,  including  the  establishment 
of  standards,  methods  and  procedures  for  all  operations  of 
the  program? 

Co  To  provide  competent  and  adequate  staff  for  the  management  and 
control  of  the  Business  Enterprises  Program,  and  to  establish 
and  maintain  an  in-service  training  program  for  such  personnel; 

Do  To  provide  for  the  development  and  maintenance  of  satisfactory 

business  relationships  with  lessors  and  building  managers  and  with 
sources  of  supply,  such  as  wholesalers  and  manufacturers; 

E0  To  exercise  control  over  funds  used  in  or  derived  from  the  Busi¬ 
ness  Enterprises  Program  operations;  and 

F0  To  maintain  adequate  records  and  to  provide  necessary  reports, 

0  \ 

Under  the  provisions  of  the  Appropriation  Act,  Federal  funds  will  be  availa¬ 
ble  for  one-half  of  the  necessary  expenditures  for  the  acquisition  of  vending 
stands  and  equipment  for  business  enterprises  for  the  blind  controlled  by  the 
State  agency.  Federal  reimbursement  will  not  be  available  for  any  expenditures 
concerned  with  the  management,  supervision,  control  and  operations  of  such 
enterprises.  Therefore,  if  an  employee  divides  his  time  between  rehabilitation 
functions  connected  with  the  Business  Enterprises  Program  and  the  management  and 
control  of  the  operations  of  the  Program,  the  State  agency  should  maintain 
sufficient  data,  such  as  activities  reports,  which  will  indicate  the  amount  of 
time  devoted  to  these  separate  functions.  This  is  necessary  in  order  that  the 
State" 8  request  for  Federal  reimbursement  for  a  portion  of  the  salary  of  such 
employee  may  be  substantiated »  Expenditures  for  which  Federal  reimbursement  is 
not  available  may  be  met  from  the  proceeds  of  business  operations  or  from  sources 
other  than  Federal  funds.  (See  Section  601,1?  of  the  Regulations  governing 
Business  Enterprises,) 
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FEDERAL  SECURITY  AGENCY 
Office  of  Vocational  Rehabilitation 

RECOMMENDATIONS  REGARDING  BUSINESS  ENTERPRISES  ADVISORY  COMMITTEE 


Many  State  agencies  serving  the  blind,  operating  or  anticipating  the 
operation  of  business  enterprises  under  agency  control,  are  now  or  may  be 
confronted  with  problems  which  are  entirely  outside  their  experience  *  To 
these  agencies,  as  well  as  to  others  having  some  experience,  a  Business  Enter¬ 
prises  Advisory  Committee  will  be  of  real  value  in  bringing  to  the  program 
advice  based  on  the  experience  of  recognized  community  leaders  in  the  fields 
of  business,  industry,  and  agriculture,  , 

It  is  important  that  committee  members  be  selected  very  carefully.  They 
should  be  persons  who  possess  the  ability  to  think  in  terms  of  business  possi¬ 
bilities  and  the  general  welfare  of  blind  persons,  and  who  are  accepted  in  their 
own  communities  as  sound,  reliable  and  progressive  leaders.  Individuals  who 
have  a  reputation  for  narrow  prejudices  or  who  do  not  work  well  with  others 
should,  of  course,  be  avoided. 

The  committee  may  assist  in  analyzing  the  number  and  variety  of  business 
enterprises  needed  to  adequately  employ  the  blind  of  the  State,  in  providing 
technical  and  expert  advice  when  problems  arise  in  specialized  phases  of  the 
program,  and  in  appraising  the  effectiveness  and  conduct  of  the  program.  The 
committee  should  advise  on  all  program  needs  and  standards;  participate  in 
program  planning;  advise  in  the  formulation  of  sound  business  policies  essential 
to  the  establishment  of  high  standards  of  economic  security;  and  take  an  active 
part  in  interpreting  the  program  and  the  needs  of  the  blind  to  the  community. 

State  agencies  establishing  such  Business  Enterprises  Advisory  Committees 
may  find  helpful  Administrative  Standards  Memorandum  No,  6,  Office  of  Voca¬ 
tional  Rehabilitation,  January  20,  1945 ,  subjects  "Representative  Advisory 
Committees  in  the  State  Rehabilitation  Program,"  since  its  provisions  are 
generally  applicable  to  Business  Enterprises  Advisory  Committees. 


FEDERAL  SECURITY  AGENCY 
Office  of  Vocational  Rehabilitation 


A-3*2 


RECOMMENDATIONS  REGARDING  SELECTION  OF  VENDING  STAND  LOCATIONS 


There  are  criteria  which  State  agencies  now  operating  controlled  vending 
stand  programs  have  found  by  experience  to  be  valid  and  useful  in  the  selec¬ 
tion  of  operating  locations .  These  criteria,  outlined  below,  are  recommended 
for  the  selection  of  vending  stand  locations..  A  suggested  survey  form,  which 
it  is  believed  will  be  of  assistance  to  the  State  agencies  in  evaluating  par¬ 
ticular  locations,  is  attached, 

A,  Where  a  stand  is  to  be  located  in  a  building,  that  building 
should  have  a  daily  total  of  employees  and  visitors  averaging 
at  least  400;  if  the  stand  Is  to  be  located  outside  of  a  build¬ 
ing,  at  least  ?00  persons  should  pass  each  day  during  business 
hours. 

Bo  Where  a  stand  is  to  be  located  in  an  industrial  plant,  at 
least  150  employees  should  have  easy  access  to  it if  the 
stand  is  to  be  located  on  the  grounds  of  an  industrial  plant, 
at  least  300  employees  should  have  access  to  it, 

Co  Where  a  stand  is  to  be  located  in  a  neighborhood,  shopping  or 
business  area  of  a  community,  the  minimum  population  to  be 
served  should  be  not  less  than  1,500 - 

Do  Where  a  stand  is  to  be  located  in  a  hospital  or  similar  in¬ 
stitution,  there  should  be  at  least  150  patients0,  or  if  the  stand 
is  to  be  located  on  the  grounds  of  a  hospital,  at  least  500 
patients  or  inmates  should  have  easy  access  to  it, 

Eo  Where  a  stand  is  to  be  located  in  a  hospital,  institution  or 
office  building  having  a  small  number  of  visitors,  it  should 
be  in  a  location  not  open  to  public  view, 

Fo  Stands  should  be  established  only  in  locations  the  continued 
availability  of  which  is  assured  for  at  least  a  reasonable 
length  of  time  through  lease,  permit  or  agreement, 

G,  Where  it  is  necessary  to  pay  rent  for  a  stand  location,  such 
rent  should  not  exceed  3$  of  the  gross  sales  of  the  stand  for 
the  rental  period, 

H.  Except  in  unusual  circumstances,  not  more  than  25$  of  the 

cost  of  establishing  the  stand  should  be  expended  for  equipment 
or  facilities  v/hich  are  not  suitable  for  use  in  another  location. 


SURVEY  OF  LOCATION  FOR  VENDING  STAND 


1.  Owner  of  premises:  Federal _ State _ County 

Municipal  _ Private _ 

2.  Name  of  department,  agency,  or  cooperation  operating  premises: 


3.  Name  and  title  of  official  in  charge  of  premises: 


4.  Address  of  stand  location _ __ 

5.  Type  of  stand:  Inside  _ Outside  _ _____ 

6.  Average  daily  number  of  employees:  In  building  _ _ 

On  premises 

7 .  Average  daily  number  of  visitors  to  premises  _ 

8.  Average  daily  number  of  persons  passing  location  of  outside  stand 

during  business  hours  _ 

9.  Average  daily  number  of  hospital  patients  _ _ 

Employees  and  staff  of  hospital  _ _ _ 

10.  Total  number  of  persons  having  access  to  stand  _ 

11.  Cost  of  removable  equipment  _ 

12.  Cost  of  labor  and  materials  for  installation  of  equipment  or  fixtures 

which  must  be  left  on  premises  _ _ _ _ 

13 .  Types  of  merchandise  permitted  for  sale  _ 
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14.  Value  of  current  merchandise  inventory:  Actual _ Estimated 

15.  Average  monthly  gross  sales:  Actual  Estimated  _ 

16.  Net  weekly  earnings  available  to  blind  person: 

Actual  _ Estimated  _ 

17.  Rental  per  month:  If  on  #  basis  $ _ If  fixed,  Amount  $  _ 

18.  List  other  monthly  overhead  expenses  required  in  the  operation  of 
business  at  this  location  such  as  heat,  light,  taxes,  licenses,  help: 


19.  Stand  must  be  in  operation  _ days  per  week  _ hours  per  day. 

20.  Suggested  opening  hours  _ Closing  hours  _ 

21.  Location  secured  by:  Lease _ Permit  _ Agreement  _ 

City  Ordinance  _ 

22.  Terms  of  arrangement:  _ 

Duration  of  original  arrangement  _ years . 

25*  Basis  for  renewal  of  arrangement:  Automatic  _ Negotiation  _ 

Satisfactory  operation  _ Increased  rental  _ 

Other  (Describe)  _ _ 


2k.  Population  of  the  city _ .  If  a  rural  area,  give 

the  amount  of  population  available  and  the  radius  from  which  customers 


will  be  drawn 


25*  Special  conditions  that  must  be  observed  under  local  laws  or  regulations: 


2 6.  Name  of  appraiser  when  established  stand  is  purchased: 


27*  If  purchase  is  made  of  established  stand  or  business,  can  clear  title 
be  secured? 


28.  Description  of  location: 


29*  Description  of  competing  business  within  five  hundred  feet: 


30.  Can  other  stands  be  installed  on  the  premises  or  in  the  general  area  to 
be  operated  by  blind  persons  without  detriment  to  this  location? 


31 •  Number  of  persons  required  to  operate  business:  Blind 

Sighted 
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32 .  Do  you  consider  this  expenditure  a  sound  business  investment,  and 
would  you  invest  an  equal  amount  of  your  personal  funds  in  this 
enterprise ? 


33.  Has  this  stand  provided  employment  to  a  blind  person  previous  to 
the  date  of  this  application? 

_ _ _ _ How  many  years?  _ 

^4.  Who  has  owned  the  stand  up  to  this  time?  _. 

33.  What  is  your  estimate  of  the  length  of  time  a  vending  stand  can  be 
successfully  operated  at  this  location  by  a  blind  person?  _ 

Remarks: 


Provide  any  other  information  that  will  Justify  the  establish¬ 
ment  of  a  vending  stand  to  be  operated  by  a  blind  person  at  this  location. 


RECOMMENDED  BY  Date _ 

Person  Making  Survey 

36.  Were  Federal  funds  ever  requested  or  received  for  the  purchasing  of 
equipment  or  to  pay  for  installation  costs  in  this  location? 

Yes  _ No  _  If  so,  how  much?  _ 

Dates 


APPROVED  BY  _ Date 

Director,  State  Agency 
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EXPLANATORY  MATERIALS  REGARDING  DISPOSITION  OF 
VENDING  STANDS  AND  OTHER  EQUIPMENT 
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When  vending  stand  or  other  equipment  is  transferred  from  one  location 
to  another  the  State  agency  should  first  determine  that  such  a  transfer  will 
not  result  in  increasing  the  total  Federal  participation  in  the  location 
to  which  the  vending  stand  or  other  equipment  is  transferred  to  an  amount 
greater  than  $600  since  Federal  participation  in  the  cost  of  vending  stand 
or  other  equipment  for  a  particular  location  is  limited  to  one-half  of  the 
cost  of  such  vending  stand  or  other  equipment,  in  no  case  to  exceed  $600, 

In  transferring  vending  stand’  or  other  equipment  from  a  location  operated 
under  the  Business  Enterprises  Program  to  a  location  not  theretofore  a  part 
of  the  Business  Enterprises  Program,  it  should  be  noted  that ,  according  to 
Section  601.2(n)  of  the  Regulations,  ^Program8®  means  Mthe  establishment,' 
maintenance  and  operation  for  the  benefit  of  blind  persons  of  vending  stands 
and  other  business  enterprises  controlled  by  the  State  agency,  where  Federal 
reimbursement  under  the  Act  is  claimed  for  any  portion  of  the  expenditures 
for  the  acquisition  of  the  vending  stands  or  other  equipment  used  or  where 
funds  are  used  which  are  derived  in  whole  or  in  part  from  the  operation  of 
such  vending  stands  or  other  business  enterprises. M 

Illustrations 

If  Federal  participation  in  the  original  expenditures  for  a  vending  stand 
or  other  equipment  for  a  particular  location  was  $600  (the  total  cost  being 
$1,200)  and  the  vending  stand  or  other  equipment  is  later  sold  for  $200, 
one-half  of  this  amount,  namely  $100,  shall  be  credited  to  the  Federal  ac¬ 
count.  Since  the  Federal  participation  in  the  vending  stands  and  other  equip¬ 
ment  was  originally  $600,  further  Federal  participation  for  a  vending  stand 
or  business  enterprise  at  the  same  location  would  be  limited  to  the  Federal 
share  of  the  amount  received  from  the  sale,  namely  $100. 

If  Federal  participation  in  the  expenditures  for  a  vending  stand  or  other 
business  enterprise  for  a  particular  location  was  $250  and  such  vending  stand 
or  other  equipment  is  subsequently  transferred  to  a  new  location,  Federal 
participation  in  the  purchase  of  additional  vending  stand  or  other  equipment 
for  the  new  location  would  be  limited  to  $350  so  as  to  keep  the  total  Federal 
participation  in  that  location  within  the  maximum  of  $600. 

If  Federal  participation  in  the  expenditure  for  a  vending  stand  or  other 
business  enterprise  for  a  particular  location  was  $600  (the  total  cost  being 
$1,200)  and  part  of  the  vending  stand  or  other  equipment,  the  original  cost  of 
which  was  $200,  is  subsequently  traded  in  as  part-payment  towards  the  purchase 
of  the  nsw  equipment  for  the  sa$e  location  and  the  trade-in  allowance  i6  $50, 
further  Federal  participation  in  expenditures  for  that  location  will  be  limited 
to  the  Federal  share  of  the  trade-in  allowance,  namely  $25. 
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FEDERAL  SECURITY  AGENCY 
Office  of  Vocational  Rehabilitation 
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ACCOUNTS  GUIDE 

BUSINESS  ENTERPRISES  PROGRAM 


I.  VENDING  STANDS 


A  chart  of  accounts  has  been  designed  to  provide  the  minimum  information 
necessary  for  any  operating  vending  stand.  The  accounts  are  explained  in  such 
a  manner  as  to  show  what  each  represents ,  the  method  of  charging  and  crediting 
each,  and  what  the  balance  of  each  account  shows.  It  is  not  mandatory  that 
this  system  be  followed  but  it  is  essential  that  any  system  of  recording  used 
Provide  at  least  the  basic  information  available  through  this  chart  of  accounts. 


CHART  OF  ACCOUNTS 


The  following  Chart  of  Accounts  has  been  designed  to  provide  the  accounts 
which  will  ordina. ily  be  required  for  the  proper  keeping  of  the  records  and  the 
development  of  necessary  information  for  the  Controlled ’ Vending  Stand  Program 
for  the  Blind.  While  the  accounts  specified  are  common,  expansion  for  any  re- 
quirements  peculiar  to  the  Controlled  Vending  Stand  Program  may  be  necessary  in 
individual  States.  However,  accounts  should  be  added  only  when  necessary,  as 
any  great  expansion  under  ordinary  circumstances  would  more  likely  be  confusing 
rather  than  beneficial. 

In  the  use  of  this  Chart  of  Accounts,  pages  should  be  opened  in  a  ledger 
for  only  such  accounts  as  are  required,  and  additional  accounts  added  as  needed. 


In  order  to  readily  identify  accounts  pertaining  to  the  Controlled  Vend¬ 
ing  Stand  Program,  each  has  been  numbered  and  given  a  VS  prefix. 

VS-  1  Cash  in  Bank 

VS-  2  Stand  Change  Fund 

VS-  3  Central  Merchandise  Control 

VS-  4  Stand  Merchandise  Inventory 

VS-  5  General  Stand  Equipment  Control 
Equipment  Stand  No.  1 
Equipment  Stand  No.  2 
Equipment  Stand  No.  3 
VS-  6  Office  Furniture  and  Fixtures 
VS-  7  Prepaid  Insurance 
VS-  8  Accounts  Payable 

VS-  9  Reserve  for  Depreciation — Stand  Equipment 

VS-10  Reserve  for  Depreciation — Office  Furniture  and  Fixtures 

VS-11  Surplus 
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VS- 12  Investment  in  Stand  Program 

VS-13  General  Stand  Control 

VS- 14  Administrative  Salaries 

VS- 15  Operators’  Earnings 

VS- 16  Rent 

VS- 17  Utilities 

VS- 18  Office  Supplies 

VS-19  General  Stand  Expense 

VS-20  Depreciation — Stand  Equipment 

VS-21  Depreciation — Office  Furniture  and  Fixtures 

VS-22  Insurance 


ASSETS: 


EXPLANATION  OF  ACCOUNTS 


Cash  in  Bank  (VS-1) 

The  balance  in  this  account  represents  the  amount  of  cash  on  deposit  in 
the  bank. 

Debit  this  account  with  all  cash  deposited. 

Credit  this  account  with  the  amount  of  all  withdrawals  from  the  bank  by 
check  or  otherwise. 

At  the  end  of  the  month  the  balance  in  this  account  reflects  the  amount 
of  bank  balance  actually  available  and  should  be  reconciled  each  month  with 
the  balance  shown  on  the  bank's  statement. 

Stand  Change  Fund  (VS-2) 

The  balance  in  this  account  represents  the  amount  of  cash  change  fund 
which  is  actually  on  hand  in  the  various  stands,  and  which  amount  is  set  aside 
for  use  in  making  change. 

The  size  of  the  Stand  Change  Fund  should  be  fixed  for  each  stand  at  an 
amount  which  is  sufficient  to  meet  the  requirements  of  the  business. 

Debit  this  account  with  the  amount  set  aside  when  the  Stand  Change  Fund 
is  established  and  with  the  amount  of  any  increases  in  the  size  of  the  fixed 
fund. 

Credit  this  account  when  the  amount  of  the  fixed  fund  is  decreased. 


Central  Merchandise  Control  (VS-3) 

This  account  represents  the  amount  of  merchandise  on  hand  at  the  State 

Agency. 

Debit  this  account  with  the  actual  cost  of  goods  purchased  by  the  State 
Agency  as  recorded  in  the  Purchase  Journal. 

Credit  this  account  with  the  actual  Sales  to  Stands  by  the  State  Agency 
as  recorded  in  the  Sales  to  Stands  Journal. 
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Central  Merchandise  Control  (VS-3) — (Continued) 

Goods  returned  to  the  vendor  by  the  State  Agency  should  be  recorded  as  a 
credit  to  this  account. 

Goods  returned  to  the  State  Agency  by  the  Stands  should  be  recorded  as  a 
debit  to  this  account. 

The  resultant  balance  represents  the  amount  of  merchandise  on  hand  at 
the  State  Agency.  An  adequate  inventory  should  be  maintained  at  all  times. 

Stand  Merchandise  Inventory  ( VS-4 ) 

This  account  represents  the  amount  of  merchandise  on  hand  at  the  stands. 

Debit  this  account  with  the  inventory  of  merchandise  on  hand  at  the  var¬ 
ious  stands  at  the  end  of  each  period. 

At  the  beginning  of  the  new  period,  the  balance  in  this  account  should 
be  transferred  to  the  General  Stand  Control  account  by  crediting  the  Stand  Mer¬ 
chandise  Inventory  account  and  by  debiting  the  General  Stand  Control  account. 

An  adequate  inventory  of  each  stand's  merchandise  should  be  maintained 
at  all  times. 

General  Stand  Equipment  Control  (VS-5) 

This  is  a  controlling  account  and  the  balance  represents  and  should 
agree  with  the  net  total  of  the  balances  of  all  amounts  for  stand  equipment. 

Debit  this  account  with  the  cost  value  of  all  stand  equipment  as  re¬ 
corded  in  the  Cash  Disbursements  Journal. 

Credit  this  account  with  the  total  cost  value  of  all  stand  equipment 
transferred,  sold,  or  otherwise  disposed  of. 

An  adequate  inventory  for  each  stand  should  be  maintained  at  all  times. 

Equipment  - -Stand  #1 

This  account  represents  the  individual  stand  equipment  account. 

Debit  this  account  with  the  cost  value  of  all  equipment  for  this 
individual  stand. 

Credit  this  account  with  the  cost  value  of  equipment  transferred,  sold, 
or  otherwise  disposed  of. 

When  an  item  of  equipment  is  sold  or  is  otherwise  disposed  of,  the 
transaction  should  be  handled  as  follows: 

Credit  equipment  Stand  #1  with  the  coot  of  the  equipment  as  recorded  in 
this  account. 
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Equipment  - -St  and  # 1 — (Continued) 


Debit  the  Reserve  for  Depreciation — Equipment  with  the  amount  of  depre¬ 
ciation  accumulated  on  the  equipment  from  date  of  acquisition  to  date  of 
disposal . 


Debit  the  proper  account  with  the  amount  received  from  the  sale  of  the 
equipment . 

Credit  "Other  Income"  with  any  profit,  or  debit  "Other  Expenses"  with 
any  loss  incident  to  the  disposal  of  the  equipment. 

Follow  same  procedure  as  outlined  under  Equipment--St and  #1,  for  Equip- 
ment--Stands  Nos.  2,  3,  4,  5,  6,  etc. 

Office  Furniture  and  Fixtures  ( VS-6 ) 


The  balance  in  this  account  represents  the  cost  value  of  ail  office 
furniture  and  fixtures  for  use  in  conducting  the  business.  This  account  should 
include  desks,  tables,  chairs,  typewriters,  adding  machines,  files,  etc.  An 
adequate  inventory  should  be  maintained  at  all  times. 

A  reserve  for  depreciation  of  furniture  and  fixtures  should  be  set  up 
periodically.  'See  Reserve  for  Depreciation — Office  Furniture  and  Fixtures. ) 

Debit  this  account  with  the  cash  value  of  all  equipment  purchased  as  re¬ 
corded  in  the  Cash  Disbursements  Journal. 


Credit  this  account  with  the  cash  value  of  all  furniture  and  fixtures 
transferred,  sold,  or  otherwise  disposed  of. 

When  an  item  of  equipment  is  sold  or  otherwise  disposed  of,  the  trans¬ 
action  should  be  handled  as  follows: 

Credit  "Office  Furniture  and  Fixtures"  account  with  the  cost  of  the 
equipment  as  recorded  in  this  account. 

Debit  the  "Reserve  for  Depreciation — Office  Furniture  and  Fixtures" 
account  with  the  amount  of  depreciation  accumulated  on  the  furniture  and  fix¬ 
tures  from  date  of  acquisition  to  date  of  disposal. 

Debit  the  proper  account  with  the  amount  received  from  the  sale  of  the 
furniture  and  fixtures. 

Credit  "Other  Income"  with  any  profit,  or  debit  "Other  Expense"  with 
any  loss  realized  on  the  disposal  of  the  furniture  and  fixtures. 

Prepaid  Insurance  (VS-7 ) 

The  balance  m  this  account  represents  the  unexpired  portion  of  insur¬ 
ance  premiums  paid. 

Debit  this  account  with  all  insurance  premiums,  the  term  of  which  ex¬ 
tends  beyond  the  current  month. 
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Prepaid  Insurance  ( VS-7 ) — (Continued) 

Credit  this  account,  monthly,  with  that  portion  of  the  total  which 
applies  to  the  current  month  and  debit  insurance. 

LIABILITIES: 

Accounts  Payable  (VS-8) 

This  is  a  controlling  account  and  the  balance  represents  and  should 
agree  with  the  net  total  of  the  balances  of  accounts  with  trade  creditors, 
which  are  to  be  carried  in  the  controlled  subsidiary  ledger,  known  as  the 
Accounts  Payable  Ledger. 

Credit  this  account  with  the  total  amount  of  all  purchases  as  recorded 
in  the  Purchase  Journal. 

Debit  this  account  with  the  amount  of  all  payments  made  to  apply  against 
open  accounts  as  recorded  in  the  Cash  Disbursements  Journal. 

All  debits  and  credits  posted  to  this  account  should  be  posted  to  the 
proper  account  in  the  Accounts  Payable  Ledger  at  the  time  the  entry  is  recorded 
in  the  General  Ledger. 

A  trial  balance  should  be  taken  at  the  end  of  each  period  and  the  net 
total  of  the  balances  in  each  individual  account  in  the  Accounts  Payable  Ledger 
should  agree  with  the  balance  in  this  account. 

Reserve  for  Depreciat ion- -Stand  Equipment  (VS-9) 

The  balance  in  this  account  represents  the  amount  of  depreciation  set  up 
on  equipment  owned  by  the  State  Agency  and  in  use  in  the  operation  of  the 
stands. 

Credit  this  account  at  the  end  of  each  period  with  that  period's  portion 
of  depreciation  set  up  on  stand  equipment. 

Debit  this  account  with  the  amount  of  depreciation  reserve  accumulated 
on  stand  equipment  sold  or  otherwise  disposed  of. 

Reserve  for  Depreciation- -Of f ice  Furniture  and  Fixtures  (VS-10) 

The  balance  in  this  account  represents  the  amount  of  depreciation  set  up 
on  furniture  and  fixtures  owned  by  the  State  Agency  and  in  use  in  the  operation 
of  the  business. 

Credit  this  account  at  the  end  of  each  period  with  that  month's  portion 
of  depreciation  set  up  on  office  furniture  and  fixtures. 

Debit  this  account  with  the  amount  of  depreciation  reserve  accumulated 
on  office  furniture  and  fixtures  sold  or  otherwise  disposed  of. 
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Surplus  (VS-11) 

The  balance  of  this  account  represents  the  amount  of  cumulated  profits. 

At  the  end  of  each  period,  after  all  income  and  expense  accounts  have 
been  closed  out  into  "General  Stand  Control,"  the  balance  in  the  "General  Stand 
Control"  account  should  be  transferred  to  this  account. 

Investment  in  Stand  Program  (VS-12) 

The  balance  in  this  account  represents  the  net  investment  in  the 
business . 

Credit  this  account  with  the  amount  of  all  assets  acquired  in  the 
business . 

General  Stand  Control  ( VS-13 ) 

This  is  a  controlling  account  and  the  balance  represents  and  should 
agree  with  the  net  total  of  the  balances  of  all  Stand  Control  accounts  which 
are  to  be  carried  in  the  controlled  subsidiary  ledger,  known  as  the  Stand  Con¬ 
trol  Ledger. 

Debit  this  account  with  the  total  amount  of  Sales  made  by  the  State 
Agency  to  the  stands  as  recorded  in  the  Sales  to  Stands  Journal. 

Debit  and  credit  cash  purchases  and  cash  expenses  paid  by  the  stand 
operators  to  this  account. 

At  the  end  of  each  period  the  various  expense  accounts;  Salaries,  Oper¬ 
ators'  Earnings,  Rent,  Utilities,  Office  Supplies,  General  Stand  Expense, 
Depreciation,  Insurance,  etc.,  should  be  closed  out  and  the  total  of  the  vari¬ 
ous  expenses  posted  as  a  debit  to  the  General  Stand  Control  account. 

Credit  this  account  with  all  cash  received  from  the  stands  as  recorded 
in  the  Cash  Receipts  Journal. 

At  the  end  of  each  period  credit  this  account  with  the  total  amount  of 
merchandise  inventory  on  hand  at  the  stands  and  debit  the  Stand  Merchandise 
Inventory  account. 

The  resultant  balance  will  be  the  amount  of  profit  or  loss  from  the 
period's  operations.  This  balance  should  be  transferred  to  Surplus  and  the 
account  ruled  off. 

After  the  account  has  been  ruled  off  and  at  the  beginning  of  the  new 
period,  the  amount  of  merchandise  inventory  on  hand  which  is  reflected  as  a 
debit  balance  in  the  Stand  Merchandise  Inventory  account  should  be  transferred 
as  a  debit  to  this  account. 

All  debits  and  credits  posted  to  this  account  should  be  posted  to  the 
proper  Stand  Control  account  in  the  Stand  Control  Ledger  at  the  time  the  entry 
is  recorded  in  the  General  Ledger. 
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Administrative  Salaries  (VS -14) 

Debit  this  account  with  that  .part  of  the  compensation  of  personnel  de¬ 
voting  time  to  directing,  planning,  coordinating,  managing,  supervising  the 
stand  program,  as  is  applicable,  maintaining  necessary  records  and  files  in  the 
State  Agency  as  recorded  in  the  Cash  Disbursements  Journal. 

At  the  end  of  each  period  this  account  should  be  closed  out  into  the 
General  Stand  Control  account  with  corresponding  distributing  entries  to  each 
Stand  Control  account. 

Operators’  Earnings  (VS-15) 

Debit  this  account  with  the  total  amount  of  compensation  to  Stand  opera¬ 
tors  and  their  assistants  as  recorded  in  the  Cash  Disbursements  Journal. 

At  the  end  of  each  period  this  account  should  be  closed  out  into  the 
General  Stand  Control  account  with  corresponding  distributing  entries  to  each 
Stand  Control  account. 

Rent  (VS- 16 ) 

Debit  this  account  with  all  rent  paid  as  recorded  in  the  "Cash  Disburse¬ 
ments  Journal . " 

At  the  end  of-  each  period  this  account  should  be  closed  out  into  the 
General  Stand  Control  account  with  corresponding  distributing  entries  to  each 
"Stand  Control"  account. 

Utilities  (VS -17) 

Debit  this  account  with  the* amount  of  all  purchases  of  fuel,  electricity, 
gas,  water,  telephone,  etc.,  as  recorded  in  the  Cash  ‘Disbursements  Journal.  At 
the  end  of  each  period  this  account  should  be  closed  out  into  "General  Stand 
Control"  account  with  corresponding  distributing  entries  to  -each  Stand  Control 
account . 

Office  Supplies  (VS-18) 

Debit  this  account  with  the  amount  of  all  purchases  of  office  supplies 
such  as  paper,  pencils,  erasers,  folders,  rubber  bands,  clips,  letterheads, 
envelopes,  etc.,  as  recorded  in  the  "Cash  Disbursements  Journal."  At  th$  end 
of  each  period  this  account  should  be  closed  out  into  General  Stand  Control 
account  with  corresponding  distributing  entries  to  each  Stand  Control  account. 

General  Stand  Expense  (VS  19) 

Debit  this  account  with  the  amount  of  all  purchases  of  housekeeping  sup¬ 
plies  of  all  kinds  such  as  mops,  buckets,  soap,  brooms,  etc.,  as  recorded  in 
the  Cash  Disbursements  Journal. 

At  the  end  of  each  period  this  account  should  be  closed  out  into  General 
Stand  Control  account  with  corresponding  distributing  entries  to  each  Stand 
Control  account. 


17-00  l-P48-bu 


8 


De pr ec i a t i On  - - S t and  Equipment  (VS-20) 

I 

Debit  this  account,  at  the  end  of  the  period,  with  the  amount  set  up  for 
that  particular  period  for  depreciation  cm  stand  equipment. 

At  the  end  of  each  period  this  account  should  be  closed  out  irito  General 
Stand  Control  account  wit*h  corresponding  distributing  entries  to  each  Stand 
Control  account. 

Depreciat ion- -Of  f ice  Furniture  and  Fixtures  ( VS-21 ) 

Debit  this  account,  at  the  end  of  the  period,  with  the  amount  set  up  for 
the  particular  period  for  depreciation  on  office  furniture  and  fixtures. 

At  the  end  of  each  period,  this  account  should  be  closed  out  into  General 
Stand  Control  account  with  corresponding  distributing  entries  to  each  Stand 
Control  account. 

Insurance  (VS-22) 

Debit  this  account,  at  the  end  of  the  period,  with  that  period's  portion 
of  the  cost  of  all  insurance  including  retirement  and  disability  benefits  to 
operators . 

Thereafter,  this  account  should  be  closed  out  into  General  Stand  Control 
account  with  corresponding  distributing  entries  to  each  Stand  Control  account. 

\ 

EXPLANATION  OF  JOURNALS 

The  purpose  of  this  group  of  Journals  is  to  provide  the  recording  of 
transactions  of  a  similar  nature  and  the  accumulation  in  the  proper  account  of 
all  debits  and  credits  arising  from  such  transactions. 

The  Journals,  in  reality,  become  summarizing  forms  of  all  transactions 
of  a  more  or  less  similar  nature. 

Debits  and  credits,  recorded  in  the  various  accounts  in  the  Journals, 
should  be  posted  in  the  General  Ledger  to  the  debit  and  credit  of  the  corre¬ 
sponding  account,  either  at  the  time  the  entry  is  recorded  in  the  Journals  or 
at  the  end  of  each  period,  from  the  accumulated  total  of  the  several  entries  in 
the  Journals.  Thus  the  Journals  accumulate  only  the  details  of  the  transactions 
for  a  given  period  and  at  the  end  of  the  period  are  closed  out  to  the  General 
Ledger. 


The  Journals  are  as  follows: 

Cash  Receipts  Journal 
Cash  Disbursements  Journal 
purchase  Journal 
Sales  to  Stands  Journal 
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Cash  Receipts  Journal  (Exhibit  A) 

This  journal  is  for  the  recording  of  all  cash  receipts.  All  cash  re¬ 
ceived  from  any  source,  either  in  the  form  of  checks  or  cash,  should  be  entered 
in  detail  in  this  record  when  received  and  should  be  deposited  intact. 

No  disbursements  should  be  made  from  cash  receipts.  Checks  should  be 
issued  in  payment  of  all  bills  with  the  exception  of  such  payments  as  may  be 
conveniently  handled  through  a  Petty  Cash  Fund. 

Receipts  from  stands  should  be  entered  individually  in  the  column  pro¬ 
vided  for  each  stand,.  Amount  of  cash  received  to  be  credited  to  accounts  other 
than  Stand  Control  accounts  should  be  entered  in  the  column  captioned  General. 

At  the  end  of  the  period  the  total  amount  received  should  be  posted  as  a 
debit  to  Cash  in  Bank  and  as  a  credit  to  General  Stand  Control.  The  individual 
total  credits  for  each  stand  should  be  posted  to  individual  Control  stands  Nos. 
1,  2,  3,  4,  5,  and  6,  accounts  in  the  General  Ledger. 

The  individual  amounts  in  the  General  column  should  be  posted  to  the 
credit  of  the  proper  account  in  the  General  Ledger* 

Cash  Disbursements  Journal  ( Exhibit  B) 

This  Journal  is  designed  for  the  recording  of  all  checks  issued. 

Checks  should  be  numbered  consecutively  and  should  be  issued  for  all 
disbursements  with  the  exception  of  such  small  expenditures  as  may  be  properly 
handled  through  a  Petty  Cash  Fund. 

Any  checks  which  are  voided  should  be  marked  "voided"  and  the  signatures 
cancelled.  All  voided  checks  should  be  filed  in  numerical  order  with  the  checks 
returned  from  the  bank  so  that  all  checks  may  be  accounted  for. 

In  the  Total  Amount  column  should  be  entered  the  exact  amount  of  the 
check.  The  total  of  this  column  at  the  end  of  the  period  should  be  credited  to 
Cash  in  Bank,  in  the  General  Ledger. 

Enter  in  the  Administrative  Salaries  column  that  portion  of  all  checks 
issued  for  payroll  of  personnel  devoting  time  to  directing,  planning,  coordinat¬ 
ing,  managing,  supervising  the  stand  program  as  is  applicable,  and  maintaining 
necessary  records  and  files  in  the  State  Agency. 

Enter  in  the  Operators'  Earnings  column  the  amount  of  all  checks  issued 
for  compensation  to  stand  operators  and  their  assistants. 

Enter  in  the  Accounts  Payable  column  the  amount  in  settlement  of 
Accounts  Payable.  The  individual  entries  in  this  column  should  be  posted  to  the 
debit  of  the  proper  creditor's  account  in  the  Accounts  Payable  Ledger. 

Enter  in  the  "Rent"  column  the  amount  of  each  check  issued  for  rent. 

Enter  in  the  "Utilities"  column  the  amount  of  each  check  issued  for  fuel, 
electricity,  gas,  water,  telephone,  etc. 
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Cash  Disbursements  Journal  ( Exhibit  P) — (Continued) 

Enter  in  the  "Office  Supplies"  column  the  amount  of  each  check  issued  for 
office  supplies  such  as  paper,  pencils,  erasers,  folders,  rubber  bands,  clips, 
letterheads,  envelopes,  etc. 

Enter  in  the  "Stand  Equipment"  column  the  amount  of  each  check  issued  for 
Stand  Equipment. 

Enter  in  the  "General  Stand  Expense"  column  the  amount  of  each  check 
issued  for  purchases  of  housekeeping  supplies  of  all  kinds  such  as  mops, 
buckets,  soap,  brooms,  etc. 

Enter  in  the  "General  Expense"  column  the  amount  of  each  check  issued 
for  items  other  than  those  for  which  specific  columns  have  been  provided.  The 
individual  amounts  in  this  column  should  be  posted  to  the  debit  of  the  proper 
account  in  the  General  Ledger. 

At  the  end  of  each  period,  the  total  amount  of  each  classification  column 
with  the  exception  of  the  General  Expense  column  should  be  posted  to  the  debit 
of  'the  respective  account  in  the  General  Ledger. 

Purchase  Journal  (Exhibit  C) 

This  form  is  to  provide  for  the  recording  of  all  invoices  covering  pur¬ 
chases  by  the  State'  Agency. 

Each  invoice  should  be  given  a  number  and  entered  individually  in  t^is 

record. 


At  the  end  of  the  period  the  total  should  be  posted  to  the  debit  of  the 
Central  Merchandise  Control  account  and  to  the  credit  of  Accounts  Payable  in  the 
General  Ledger. 

The  individual  accounts  in  this  column  should  be  posted  to  the  credit  of 
the  proper  creditor's  account  in  the  Accounts  Payable  Ledger. 

Sales  to  Stands  Journal  ( Exhibit  D) 

This  form  is  provided  for  the  recording  of  all  sales  of  merchandise  by 
the  State  Agency  to  the  various  stands. 

Each  sale  should  be  supported  by  a  numbered  invoice  and  each  invoice  en¬ 
tered  individually  in  the  column  provided  for  each  stand. 

At  the  end  of  the  period  the  total  amount  of  sales  should  be  posted  to  the 
debit  of  the  General  Stand  Control  account  and  to  the  credit  of  the  Central  Mer¬ 
chandise  Control  account  in  the  General  Ledger. 

The  individual  amounts  in  the  Stand  column  should  be  posted  to  the  debit 
f  the  respective  individual  Stand  Control  accounts  in  the  General  Ledger. 
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LIST  OF  FORMS 

The  purpose  of  this  group  of  forms  is  to  provide  the  daily  result  of 
operations  of  each  stand  operator,  the  recording  of  such  information,  and  the 
accumulation  of  all  stand  operations. 

The  forms  are  as  follows: 

Daily.  Report 

Operator’s  Daily  Summary 

Monthly  Stand  Operating  Summary  Control 

Daily  Report  (Exhibit  E) 

This  form  is  to  provide  the  daily  result  of  purchases  and  sales  of  each 
stand  operator.  It  should  be  prepared  at  the  end  of  each  day's  business  by  the 
stand  operator  and  submitted  to  the  State  Agency  daily  or  at  fixed  intervals. 

Enter  in  (B)  the  amount  of  cash  on  hand  including  change  fund. 

Enter  in  (C)  the  amount  of  total  sales  for  day. 

The  total  of  (B)  and  (C)  should  be  entered  in  (D). 


Enter  under  (E)  merchandise  purchases  with  cash  funds  by  the  stand  oper¬ 
ator,  such  as  milk,  soda  water,  etc. 


Enter  under  (F)  purchases  made  by  the  stand  operator  from  cash  funds  for 
items  such  as  ice,  cups,  straws,  napkins,  etc. 

Enter  in  (G)  the  total  of  cash  purchases  recorded  in  (E)  and  (F). 


The  difference  between  total  cash  handled  (D)  and  the  total  cost  dis¬ 
bursements  (G)  should  be  entered  in  (H)  and  represents  the  total  cash  on  hand, 
including  change  fund,  at  the  end  of  the  day.  Subtract  the  Change  Fund  in  (J) 
and  submit  the  cash  balance  (K)  to  the  State  Agency. 

Operator’s  Daily  Summary  (Exhibit  F) 


This  form  is  for  the  recording  of  the  information  contained  in  the 
"Daily  Report"  submitted  by  the  stand  operator. 

Enter  in  column  (1)  Cash  on  Hand  the  amount  of  cash  on  hand  at  the  begin¬ 
ning  of  each  day  as  reported  in  (B)  of  the  Daily  Report. 


ported 


Enter  in  column  (2)  Cash  Sales, 
in  (C)  of  the  Daily  Report. 


the  amount  of  sales  for  each  day  as  re- 


Enter  in  column  (3)  total,  the  total  amount  of  columns  (1)  and  (2). 

Enter  in  column  (4)  the  amount  of  Stand  Cash  Purchases  as  reported  under 

(E)  of  the  Daily  Report. 

Enter- in  column  (5)  the  amount  of  Stand  Cash  Expenses  as  reported  under 

(F)  of  the  Daily  Report. 
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Operator’s  Daily  Summary  ( Exhibit  F) — (Continued) 

Enter  in  column  (6)  "Total  Cash  Disbursed"  the  total  amount  of  columns 
(  4 )  and  ( 5  ) . 

Enter  in  column  (7)  Cash  turned  in  to  State  Agency,  as  recorded  in  (K) 
of  the  Daily  Report. 

Enter  in  Column  (8)  Cash  on  Hand,  the  resultant  balance  of  columns 

[3- (6+7)]. 


A  separate  sheet  should  be  used  for  each  stand  and  at  the  end  of  each 
period  columns  (2),  (4),  (5),  (6),  and  (7)  should  be  totaled. 

As  total  of  column  (1)  should  be  entered  the  Cash  on  Hand  at  the  begin¬ 
ning  of  the  period. 

As  total  of  column  (3)  should  be  entered  the  totals  of  columns  (1)  and 

(2). 

As  total  of  column  (8)  should  be  entered  the  Cash  on  Hand  at  the  end  of 
the  period. 

Monthly  Stand  Operating  Summary  Control  (Exhibit  G) 

This  form  is  provided  for  the  periodic  accumulation  of  all  stand  opera¬ 
tions.  At  the  end  of  each  period  the  various  total  debits  and  credits  re¬ 
corded  in  each  Stand  Control  Account  (Exhibit  Gt,  G2,  Gg  )  should  be  entered  in 
the  captioned  form  for  each  stand. 

Stand  Control  Ledger 

This  is  a  subsidiary  ledger  controlled  by  the  General  Stand  Control 
account  in  the  General  Ledger.  All  debits  and  credits  posted  to  the  General 
Stand  Control  account  in  the  General  Ledger  should  be  posted  to  the  proper 
Stand  Control  account  in  the  Stand  Control  Ledger  at  the  time  the  entry  is  re¬ 
corded  in  the  General  Ledger. 

Stand  Control  #1  (Exhibit  Gt) 

This  account  represents  the  individual  stand  control  account. 

Debit  this  account  under  column  Purchases  from  State  Agency  with  the 
total  amount  of  sales  made  by  the  State  Agency  to  the  stands  as  recorded  in 
the  Sales  to  Stands  Journal. 

Debit  and  credit  cash  purchases  and  cash  expenses  paid  by  the  stand 
operator  to  this  account  under  columns  Stand  Cash  Purchases  and  Stand  Cash 
Expenses. 

At  the  end  of  each  period  the  various  expense  accounts  are  closed  out 
into  the  General  Stand  Control  account.  The  portion  that  is  applicable  to 
this  stand  should  be  posted  as  a  debit  to  the  captioned  account  under  column 
Expenses  paid  by  State  Agency. 
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Stand  Control  Hi  (Exhibit  G l ) --( Continued ) 

Credit  this  account  with  all  cash  received  from  the  stands  as  recorded 
in  the  Cash  Receipts  Journal. 

0 

At  the  end  of  the  period  credit  this  account  under  column  Closing  Inven¬ 
tory  with  the  amount  of  merchandise  inventory  on  hand  at  this  stand  and  debit 
the  Stand  Merchandise  Inventory  account. 

The  resultant  balance  between  debits  and  credits  is  the  profit  or  loss 
from  the  period's  operations,  which  balance  is  closed  out  to  surplus  and  the 
account  ruled  off. 

After  the  account  has  been  ruled  off  and  at  the  beginning  of  the  new 
period,  the  amount  of  merchandise  inventory  on  hand  which  is  reflected  as  a 
debit  in  the  Stand  Merchandise  Inventory  account  should  be  transferred  as  a 
debit  to  this  account. 

All  debits  and  credits  posted  to  this  account  should  be  posted  at  the 
time  the  entry  is  recorded  in  the  General  Ledger. 

Accounts  Payable  Ledger  (Exhibit  H) 

The  purpose  of  this  form  is  to  provide  a  detailed  record  of  the  amount 
payable  to  suppliers  of  merchandise,  equipment,  etc.,  purchased  by  the  State 
Agency. 


Credit  entries  on  this  form  should  be  recorded  from  the  supplier's  in¬ 
voice  at  the  same  time  the  transaction  is  recorded.  Debit  entries  should  be 
recorded  from'  the  Cash  Disbursements  Journal,  made  to  apply  against  each 
account . 

• 

All  Accounts  Payable  Ledger  sheets  should  be  filed  in  alphabetical 
order  by  supplier's  name.  A  trial  balance  should  be  taken  at  the  end  of  each 
period  of  the  balances  in  each  supplier's  account,  and  the  net  total  of  all 
debits  and  credits  should  agree  with  the  balance  in  the  Accounts  Payable 
account  in  the  General  Ledger. 


II.  OTHER  BUSINESS  ENTERPRISES 


The  accounting  system  described  above  may  be  adapted 
enterprises  other  than  vending  stands.  Whatever  accounting 
must  provide  at  least  the  minimum  data  nec6ssary  to  reflect 
operations  of  each  individual  enterprise. 


to  cover  business 
system  is  used,  it 
accurately  they 
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Exhibit  : 


DAILY  REPORT 


Stand  No. _  Date 

Cash  On  Hand  Beginning  Of  Day 

Total  Sales  For  Day $ 

Total  Cash  On  Hand  (Add  Above  Figures) 
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Total  Expenses  Purchased  $ _  F 

Total  Cash  Disbursed 

Cash  On  Hand  End  Of  Day  _  £ 

Petty  Cash  (Subtract) 

Cash  Submitted  To  Central  Agency _  |>_ 
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